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Overview

manual isto provide you with a powerful reference guide to help you use the

Missouri First Steps web application. This manual has been compiled from the

How Do | help topicsincluded as part of the Missouri First Steps online help
system. How Do | help topics get their name from the fact that they answer the question,
"How do | complete thistask?' Each of these topics includes a step-by-step exercise that
walks you through a specified task. And, because this manual is compiled from help
topicsincluded in the Missouri First Steps web application, you can access the
appropriate exercises online whenever you are using the application.

Wel come to the Missouri First Steps Reference Manual. The purpose of this

The How Do | topicsin this manual are an excellent source for looking up specific tasks
and organized for easier accessibility. So for example, if you need to know how to view
aprovider's specialties, you simply look in the Table of Contents for the section entitled
How Do | View aProvider's Speciaty List. Once you know the topic's page number, you
can open the manual to that page and begin the exercise.

Asyou can see, this manual is an excellent resource for looking up the individual tasks
that make up the processes that you'll be using every day. The manual isdivided into a
few distinct areas. Take aminute to look at the Table of Contents and flip through the
manual to familiarize yourself with the information it holds so that the next time you
need a piece of information quickly, you'll know where to find it.



Missouri First Steps Reference Manud

Getting Started

Navigating Help...

Within the help system, navigation buttons are displayed in the panel along the top of
the web page. The following list describes each of the navigation buttons:

-,

Click the % Contents button to access the help system's table of contents.

g

Click the € Index button to access the help system's index.

7]

Click the & Glossary button to access the help system's glossary of terms.

[

Click the & Search button to access the help system's search function.

Click the @ How Do I button display a list of all How Do I topics within the help
system.

i

The contents, index, glossary, and search function are displayed in a pane on the left-
hand side of the help system web page. The How Do I List is the only exception--it is
displayed in this pane on the right-hand side of the web page.

To navigate to a previously displayed help topic click the web browset's Back button.
For more information on navigating web pages, refer to your web browset's help file.

To print the currently displayed help topic, click the web browser's Print button. For
more information on printing web pages, refer to your browset's help file.
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How Do | Find a Help Topic

Use this exercise to find a help topic quickly and easily within the help system. There are
four unigue ways of locating a help topic. Use the method that you find most useful.

Complete the following steps to find a help topic using the table of contents:

1.

Click the & Contents button to display the help system's table of contents
panel on the left-hand side of the web page.

2. Browse through the help topics, displayed by category.

3. Click a book @ to display the help topics it contains.

4. Click a page [ to display a selected help topic.

Complete the following steps to find a help topic using the index:

1.

Click the €% Index button to display the help system's index panel on the
left-hand side of the web page.

Browse through the keywords, listed alphabetically. OR Type a keyword
or phrase in the text box to highlight a specific help topic.

Click a keyword in the index to display the help topic.

Complete the following steps to find a help topic using the search:

1.

a kw0 DN

Click the €% Search button to display the help system's search panel on
the left-hand side of the web page.

Type a keyword or phrase in the text box.

Click the m button to begin the search.
Browse through the list of returned topics, sorted alphabetically.
Click a topic in the list to display a selected help topic.
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Complete the following stepsto find a How Do | help topic using the How Do | List:
1. Click the @ How Do | button to display the help system's How Do | List on
this side of the web page.
2. Browse through the list of topics, displayed alphabetically.
3. Click a topic in the list to display the selected help topic.

€Note: When you have found the help topic you were looking for using one of the
methods listed above, you can click on the %4 button to hide the |eft-hand panel.
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How Do | View the Application Site Map
Use this exercise to view and navigate to all pages contained within the application.

Complete the following steps to finish this exercise:

1. Select the Site Map menu option. The Site Map page displays.

/2 Site Map - Microsoft Internet Explorer provided by Covansys

File Edit Wiew Favortes Toole Help

| = Back - = - @ @ at | @Search (%] Favorites @Media @ | %v =h = ]g

=Site Map
_l:a a Heppe
Home Provider Account Management User Options Help  Log OFf

« Provider Account Management
o Billing Entity
= Billing Detail
o Provider Account
= Account Detail
o Provider Billing
= Claim Entry
= Search

= Authorizations
= Claims

« User Options

¢ Change Password

Copyright (c) 2004 Missouri Department of Elementary and Secondary Education Privacy Terms

=
[&] Menu ready for use ’_’_ré_la Internet i

2. Click on the links displayed to navigate to a specific page within the
application.

«Tip: All pages contained within the application are displayed on the Site Map page.
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How Do | Change User Password Information
Use this exercise change your user password information.

£Note: Passwords must be 7 to 10 characters long and must contain at least 1 upper
case character, 1 lower case character, and 1 numeric character.

Complete the following steps to finish this exercise:

1. On the User Options pull-down menu, select the Change Password
menu option. The Change Password page displays.

/3 ChangePassword - Microsoft Internet Explorer _|o] x|
| e Edit  Wiew Favorites Tools Help

Back - = - (@ b | Qsearch [EFavorites EiMedia (4 | By S &4 - ¥
ﬁg Change Password

Any User
Home Prowvider Account Management  User Options Help  Log Off

Thange Password
Flease enter and confirm your new password.

Passwords must be 7 to 10 characters long and contain at
least 1 upper case, 1 lower case and 1 numeric, To exit
this page without changing your password, select the back
button,

Current Password # I:l

New Password #
Confirm New Password #*

[ Reset | Back JiSubmit |

Copyright (c} 2004 Missouri Department of Elementary and Secondary Education Privacy Terms

|@ Menu ready for use l_ l_ l_ (2 Local intranet i

2. Enter Current Password.

Enter your New Password.

Enter your new password again in Confirm New Password.
Click Submit.

o &~ w



Billing Entities

How Do | Enter or Update Billing Entity Detail Information

Use this exercise to see how to enter or update detailed information about a billing entity.

Complete the following steps to finish this exercise:

1.

On the Provider Account Management pull-down menu, select the
Billing Entity menu option. A sub-menu displays.

Select the Billing Detail sub-menu option. The Billing Entity Detail page
displays.

4} Payee Detail - Microsoft Internet Explorer

|Fi|e Edit Wiew Favorites Tools  Help

Back ~ = - @ @ i | @Search (3] Favarites r’@Media @ | %v = M= R
™ Billing Entity Detail

Any User
Home Provider Account Management  User Options Help  Log Off

Billing Detail | Sitesl Providers | Email Notification | Agreements | Payments

Billing Entity Name Any Agency

Tax ID 111111111

Status Active

Legal Status Agency

Address Any Address1 Phone [111-111-1111
Any Addressz Mobile |111-111-1111

Phone2 [111-111-1111

City Any City Phone3

State/Zip MO 64157 Fax

Email [ Contact Any Contack

EFT Status Inactive

Copyright {c} 2004 Missouri Department of Elementary and Secondary Education Privacy Terms

ol i e
3. Enter or update the following information as necessary:

e Phone

« Mobile

e Phone2

e Phone3

o Fax

e Emall
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« Contact
4. Click Save.

«Tip: The other information displayed on this page is read-only and cannot be changed.
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How Do | View a List of Billing Entity Sites

Use thisexercise to view alist of sites associated with a specific billing entity.

Complete the following steps to finish this exercise:

1.

On the Provider Account Management pull-down menu, select the
Billing Entity menu option. A sub-menu displays.

Select the Billing Detail sub-menu option. The Billing Entity Detail page
displays.

4} Payee Detail - Microsoft Internet Explorer

Edit Wiew Favorites Tools  Help

GBack + = - (D (3] 4 | iQhsearch (G Favorites GliMedia ¢4 | NS S - ¥

®® Billing Entity Detail [0

Any User
Home Provider Account Management  User Options Help  Log Off

Billing Detail r Sitesl Providers I Email Notification | Agreements I Payments

Billing Entity Name Any Agency

Tax ID 111111111

Status Active

Legal Status Agency

Address Any Address1 Phone [111-111-1111
Any Addressz Mobile |111-111-1111

Phone2 [111-111-1111

City Any City Phone3

State,Zip MO 64157 Fax [

Email [ Contact Any Contact

EFT Status Inactive

Copyright {c} 2004 Missouri Department of Elementary and Secondary Education Privacy Terms

v
|@L| Menu ready for use l_ l_ l_ E Local intranet S

3. Click the Sites tab. The Billing Entity Sites page displays.
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/3 SiteListPayee - Microsoft Internet Explorer ] -0 x|
| File Edit ‘Wiew Favorites Tools Help

Bk + = - ) fat | Dhsearch [GFavorites S Media <4 | R M=
™ Billing Entity Sites

Any User

Home Prowvider Account Management User Options Help  Log off S'ite Map

Billing Detail Sites | Providers | Email Notification Agreements | Payments

List Filter

Bt T ———

Any Contact Any Address Any AddressZ Any City, MO 64157 111-111-1111 Active

|@‘DDHE - - - ; - — — — ; ’;’_’_ Localintranet - 4

4. View a list of the sites currently associated with the billing entity in the List

table.

«Tip: You can click the Show Active Only check box to view only the sites that are
currently active.

10
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How Do | View and/or Update a Billing Entity's Site Detail
Information

Use this exercise to view and/or update site-specific detail information for a billing entity.

Complete the following steps to finish this exercise:

1.

On the Provider Account Management pull-down menu, select the
Billing Entity menu option. A sub-menu displays.

Select the Billing Detail sub-menu option. The Billing Entity Detail page
displays.

|File Edit  ‘Wiew Favorites Tools  Help

yee Detail - Microsoft Internet Explorer

d=Back + = - @ @ ﬁ | @Search (] Favorites @Media @ | %v g @ i Yj
™ Billing Entity Detail

Any User

Home Provider Account Management  User Opt'ions Help  Log Off

Billing Detail |: Sites| Providers | Email Notification | Agreements | Payments

Billing Entity Mame Any Agency

Tax ID 111111111

Status Active

Legal Status Agency

Address Any Address1 Phone 111-111-1111
Any Addressz Mobile 111-111-1111

Phonez [111-111-1111

City Any City Phone3

State,/Zip MO 64157 Fax [

Email [ Contact Any Contack

EFT Status Inactive

Copyright {c) 2004 Missouri Department of Elementary and Secondary Education Privacy Terms

[&] Menu ready for use (B Local intranet

3. Click the Sites tab. The Billing Entity Sites page displays.

11
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12

ListPayee - Microsoft Internet Explorer

Edit  Wiew Favorites Tools  Help

Back - = - 2} 7t | Dhsearch [GFavorites S Media <4 | E-S -

™ Billing Entity Sites

Any User
Home Prowvider Account Management User Options Help  Log off Site Map

Billing Detail | | Providers 1. Email Notification | Agreements Payments

List Filter

Bt T ———

Any Contact Any Address Any AddressZ Any City, MO 64157 111-111-1111 Active

|@‘DDHE - - - ; - — — — ; ’;’_’_ Localintranet -

4

4. Click the Detail icon next to a specific site in the List table. The Site

Detail page displays.



Claims

3 Site Detail - Microsoft Internet Explorer ) N o] |
Description
Status Active Active Date 07/30/2002
Address Ary Address Phone |111-111-1111
Any Address2 Mobile
Phonez
City Arvy Cikw Phone3
State,/Zip Mo 64157 Fax j111—111-1111
Email Contact ..C\ny Contact

- ne or More Provider Accounts may use this Sike For

Payment Site
Yes Correspondence Site Yes

Service Site Ves Admin Only Mo

€Note: To update the site's detail information, complete the remaining stepsin this
exercise.

5. Update the following information as necessary:

e Phone

« Mobile

e Phone2

e« Phone3

e Fax

e Emall

o Contact
6. Click Save.

«Tip: The other information displayed on this page is read-only and cannot be changed.

13




Missouri First Steps Reference Manud

How Do | View a List of Billing Entity Providers by Site

Use this exercise to view all the providers who use a specific site for service,
correspondence or payments.

Complete the following steps to finish this exercise:

14

1. Onthe Provider Account Management pull-down menu, select the

Billing Entity menu option. A sub-menu displays.

2. Select the Billing Detail sub-menu option. The Billing Entity Detail page

displays.

|File Edit  ‘Wiew Favorites Tools  Help

3 Payee Detail - Microsoft Internet Explorer

d=Back + = - @ @ ﬁ | @Search (] Favorites @Media @ | %v g @ i Yj
™ Billing Entity Detail

Any User

Home Provider Account Management  User Opt'ions Help  Log Off

Billing Detail |: Sites| Providers | Email Notification | Agreements | Payments

Billing Entity Mame Any Agency

Tax ID 111111111

Status Active

Legal Status Agency

Address Any Address1 Phone 111-111-1111
Any Addressz Mobile 111-111-1111

Phonez [111-111-1111

City Any City Phone3

State,/Zip MO 64157 Fax [

Email [ Contact Any Contack

EFT Status Inactive

Copyright {c) 2004 Missouri Department of Elementary and Secondary Education Privacy Terms

|@:| Menu ready for use Local intranet

3. Click the Sites tab. The Billing Entity Sites page displays.




telistPayee - Microsoft Internet Explorer N -0 x|

| File Edit ‘Wiew Favorites Tools Help
Bk + = - ) fat | Dhsearch [GFavorites S Media <4 | ERRE =
li T ¥ - - - -

,",_ Billing Entity Sites

Any User
Home Prowvider Account Management User Options Help  Log off Site Map

Billing Detail sites | _Providers | Email Notification Agreements

Payments

List Filter
¥ Shiow Active Only

Ere e e

Any Contact Any Address Any AddressZ Any City, MO 64157 111-111-1111 Active

|@‘DDHE - - - ; - — — — ; ’;’_’_ Localintranet - 4

4. Click the Providers icon next to a specific site in the List table. The
Billing Entity Providers List by Site page displays.

/3 ProviderListForSite - Microsoft Internet Explorer

|File Edit  ‘iew Favorites  Tools  Help

&Back - = - @ a3 | @hsearch [GlFavorites EPMedia 4 | B S = - ¥
rz Billing Entity Provider List by Site

Any User
Home Provider Account Management User Options Help  Log Off

Billing Detail [| Sitesn Providers | Email Notification | Agreements l Payments To

Provider Account Filter

¥ Show Active Only

Providers List

,J LastMamel FirstMarne1 111111111-0000 Active
)'.) LastMamed FirstMame4 111111111-0003 Active
}.J LastMameS Firsthames 111111111-0004 Active
,".J LastMamet Firsthames 111111111-0005 Active
J}.) LastMames Firsthames 111111111-0007 Active

|_Back l
|§| Menu ready for use l_ l_ l_ (5F Local intranet

15
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5. View a list of the providers currently associated with the site in the
Providers List table.

«Tip: You can click the Show Active Only check box to view only the providers that
are currently active.

16




Claims

How Do | View Detailed Information for a Billing Entity Provider
by Site

Use this exercise to view detailed information about a billing entity provider by site.

Complete the following steps to finish this exercise:

1.

On the Provider Account Management pull-down menu, select the
Billing Entity menu option. A sub-menu displays.

Select the Billing Detail sub-menu option. The Billing Entity Detail page
displays.

|File Edit  ‘Wiew Favorites Tools  Help

yee Detail - Microsoft Internet Explorer

d=Back + = - @ @ ﬁ | @Search (] Favorites @Media @ | %v g @ i Yj
™ Billing Entity Detail

Any User

Home Provider Account Management  User Opt'ions Help  Log Off

Billing Detail |: Sites| Providers | Email Notification | Agreements | Payments

Billing Entity Mame Any Agency

Tax ID 111111111

Status Active

Legal Status Agency

Address Any Address1 Phone 111-111-1111
Any Addressz Mobile 111-111-1111

Phonez [111-111-1111

City Any City Phone3

State,/Zip MO 64157 Fax [

Email [ Contact Any Contack

EFT Status Inactive

Copyright {c) 2004 Missouri Department of Elementary and Secondary Education Privacy Terms

[&] Menu ready for use (B Local intranet

3. Click the Sites tab. The Billing Entity Sites page displays.

17
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rnet Explorer

File Edit ‘Wiew Favorites Tools Help

Back - = - 2} 7t | Dhsearch [GFavorites S Media <4 | - S =

li T ¥ - - - -
,",_ Billing Entity Sites
Any User
Home Prowvider Account Management User Options Help Lo_gdff Site Map

Billing Detail sites | _Providers | Email Notification Agreements

Payments

Ere e e

Any Contact Any Address Any AddressZ Any City, MO 64157 111-111-1111 Active

|@‘DDHE - - - ; - — — — ; ’;’_’_ Localintranet - 4

4. Click the Providers icon next to a specific site in the List table. The Billing
Entity Provider List by Site page displays.

ProviderListForSite - Microsoft Internet Explorer

|File Edit  ‘iew Favorites  Tools  Help

&Back - = - @ a3 | @hsearch [GlFavorites EPMedia 4 | B S =
rz Billing Entity Provider List by Site

Any User

Home Provider Account Management User Options Help  Log Off

Billing Detail [| Sitesn Providers | Email Notification | Agreements l Payments To

Provider Account Filter

¥ Show Active Only

A Last Name Account ID Status

,J LastMamel FirstMarne1 111111111-0000 Active
).) LastMamed FirstMame4 111111111-0003 Active
}.J LastMameS Firsthames 111111111-0004 Active
,'.J LastMamet Firsthames 111111111-0005 Active
,.) LastMames Firsthames 111111111-0007 Active

|§| Menu ready for use l_ l_ l_ (2 Local intranet

18



Claims

5. Click the Detail icon next to a specific provider in the Providers List table.
The Provider Account Detalil page displays.

4 Provider Account Detail - Microsoft Internet Explorer

Edit  Wiew Faworites Tools  Help

GBack » = - 2 at | iQsearch [GlFavorites lmedia (4 | S - B &

ﬂz Provider Account Detail

Any User

Home Provider Account Management User Options Help  Log Off

Acct. Detail [ Sites | Provider Email Notification [ Agreements |

Provider First Name Firstharme1 MI Laskt Mame LastMamel

Agency/Billing Name Any Agency

Provider Account ID 111111111-0000

Medicaid ID

Account Active Date 7130/z002 To

Prov. Enrollment Date Zl19/z002

Degree E-Signature On File

Prov. Acct. Address Phone [111-111-1111
Mobile |
Phone2

City Phone3

State/Zip Fax

Email

Specialky List [~ Reset [ Back [ Gave |

Copyright (c) 2004 Missouri Department of Elementary and Secondary Education Privacy Terms

|&] Dore [ [ & Localintranet 4

6. View the provider's detail information.

«Tip: Theinformation displayed on this page is read-only and cannot be changed.

19
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How Do | View a List of Billing Entity Providers

Use thisexercise to view alist of all the provider accounts who use a specific billing
entity's Tax ID number, and/or to view alist of al the provider accounts whose payments
are paid to a specific billing entity.

Complete the following steps to finish this exercise:

20

1. On the Provider Account Management pull-down menu, select the

Billing Entity menu option. A sub-menu displays.

Select the Billing Detail sub-menu option. The Billing Entity Detail page
displays.

8 Payee Detail - Microsoft Internet Explorer

|F|Ie Edit Wiew Favorites Tools  Help

S Back + = - @ @ ﬁ | @Search (3] Favarites r’@Media @ | %v g @ =z Yj
™ Billing Entity Detail

Any User
Home Provider Account Management  User Options Help  Log Off

Billing Detail |: Sites | Providers | Email Notification | Agreements | Payments

Billing Entity Name Any Agency

Tax ID 111111111

Status Active

Legal Status Agency

Address Any Address1 Phone [111-111-1111
Any Addressz Mobile |111-111-1111

Phone2 |111-111-1111

City Any City Phone3

State/Zip MO 64157 Fax

Email [ Contact Any Contack

EFT Status Inactive

Copyright {c} 2004 Missouri Department of Elementary and Secondary Education Privacy Terms

[ E Local inkranet 4

|@L| Menu ready For use

3. Click the Providers tab. The Billing Entity - Provider List page displays.




3 ProviderListForPayee - Microsoft Internet Explorer

File Edit Wiew Favorites Tools Help

aBack ~ = - G it | Qhsearch (G Favorites fMedia &4 | NS 5 - ¥

,':‘! Billing Entity-Provider List
Any User
Home Provider Account Management User Options Help  Log Off

Billing Detail F Sites f Providers If Email Notification r Agreements F Payments I_‘
Provider Account Filter
¥ show Active Orly
,'J LastMamnel FirstMame1 111111111-0000 Active
,'.) LastMame+ FirstMarne+ 111111111-0003 Active
,".) LastMames FirstNames 1111111110004 Active
,':.) LastMamet Firstharmes 111111111-0005 Active
,.J LastMames FirstMames 111111111-0007 Active
1
|@ Menu ready for use E Local intranet 4

4. View a list of the providers currently associated with the site in the
Providers List table.

«Tip: You can click the Show Active Only check box to view only the providers that
are currently active.

21
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How Do | View Detailed Information for a Billing Entity Provider

Use this exercise to view detailed information about a billing entity provider.

Complete the following steps to finish this exercise:

22

1. On the Provider Account Management pull-down menu, select the

Billing Entity menu option. A sub-menu displays.

2. Select the Billing Detail sub-menu option. The Billing Entity Detail page

displays.

| Edit Wiew Favorites Tools  Help

4} Payee Detail - Microsoft Internet Explorer

Back ~ = - @ @ i | @Search (3] Favarites r’@Media @ | %v = M= R

LT

®® silling Entity Detail [T

Any User
Home Provider Account Management  User Options Help  Log Off

Billing Detail |: Sitesl Providers | Email Notification | Agreements | Payments

Billing Entity Name Any Agency

Tax ID 111111111

Status Active

Legal Status Agency

Address Any Address1 Phone [111-111-1111
Any Addressz Mobile |111-111-1111

Phone2 [111-111-1111

City Any City Phone3

State,Zip MO 64157 Fax [

Email [ Contact Any Contack

EFT Status Inactive

Copyright {c} 2004 Missouri Department of Elementary and Secondary Education Privacy Terms

| -
|@L| Menu ready for use l_ l_ l_ E Local intranet S

3. Click the Providers tab. The Billing Entity - Provider List page displays.




ForPayee - Microsoft Internet Explorer

|File Edit  Wiew Favorites Tools Help

aBack ~ = - G it | Qhsearch (G Favorites fMedia &4 | NS 5 - ¥
"? Billing Entity-Provider List

Any User
Home Provider Account Management User Options Help  Log Off

Billing Detail | Sites | Providers I Email Notification | Agreements | Payments |

Provider Account Filter

¥ show Active Orly

Status
,'J LastMamnel FirstMame1 111111111-0000 Active
,'.) LastMame+ FirstMarne+ 111111111-0003 Active
,'_) LastMames FirstNames 1111111110004 Active
,.) LastMamet Firstharmes 111111111-0005 Active
,-'.) LastMames FirstMames 111111111-0007 Active

[ Back |

|@ Menu ready for use l_ l_ l_
4. Click the Detail icon next to a specific provider in the Providers List table.
The Provider Account Detail page displays.

Provider Account Detail - Microsoft Internet Explorer

File Edit View Favorites Tools Help

sABack v = - @ iat | @Search [Ge] Favarites @Media ® | %‘ = M=l kol
r‘z Provider Account Detail

Home Provider Account Management User Options Help  Log Off

Acct, Detail [ Sites | Provider Email Notification I Agreements

Provider First Name Firsthame1 MI Last Mame LastMamel

Agency/Billing Name Any Agency

Provider Account ID 111111111-0000

Medicaid ID

Account Active Date 7/30/2002 Teo

Prov. Enrollment Date 2i19/2002

Degrese E-Signature on File

Prov. Acct. Address Phone l111-111-1111
Mobile |
Phonez

City Phone3

State/Zip Fax

Email

[ Reset [ Back - Save |

Privacy Terms

|&] Done [ [ | BB Local intranet o
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5. View the provider's detail information.

«Tip: Theinformation displayed on this page is read-only and cannot be changed.
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How Do | View and/or Update a Billing Entity's Email
Notifications

Use this exercise to view and/or update a billing entity's email notification triggers.

€Note: Email notifications are sent to the email address listed on the Billing Entity
Detail page. If an email notification is selected and a corresponding email address does
not exist, an email notification will not be sent.

Complete the following steps to finish this exercise:

1.

On the Provider Account Management pull-down menu, select the
Billing Entity menu option. A sub-menu displays.

Select the Billing Detail sub-menu option. The Billing Entity Detail page
displays.

/3 Payee Detail - Microsoft Internet Explorer

|F|Ie Edit  ‘Wiew Favorites Tools  Help

GBack + = - @ 7] o} | iQhsearch (G Favorites  fMedia <4 | ENS A - R G

™ Billing Entity Detail

Any User
Home Provider Account Management User Options Help  Log Off

Billing Detail r Sites | Providers I Email Notification | Agreements I Payments

Billing Entity Mame Any Agency

Tax ID 111111111

Status Active

Legal Status Agency

Address Any Address1 Phone |111-111-1111
Any Addressz Mobile 111-111-1111

Phonez [111-111-1111

City Any City Phone3

State,/Zip MO 64157 Fax [

Email [ Contact Any Conkact

EFT Status Inactive

Copyright {c) 2004 Missouri Department of Elementary and Secondary Education Privacy Terms

|@:| Menu ready for use

v

([ &

Local intranet

3. Click the Email Notification tab. The Billing Entity Email Notification

page displays.
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4} PayeeEmailMotification - Microsoft Internet Explorer _ 1ol x|

| File Edit Wiew Favorites Tools  Help |
GBack » o= - @D (3] 5 | Qhsearch  [GelFavorites  lfMedia ®| SR W= ko Address

ﬂg Billing Entity Email Noftification

Any User
Home Provider Account Management User Options Help  Log Off

Billing Detail |Sites [ Providers | Email Notification I Agreements | Payments

Select the events to receive the email notification.

Motify me when...

~ Billimg Enkity
[™ Conktact Infarmation is updated For Billing or Site

[~ 278-Authorization File is ready for &gency Providers
I™ Mew Agreement Attestation is Required

[™ 835-Remittance Advice File Available For Download
™ Provider Account Inactivated

[ 277-Claim Status Response File is Available

“Reset [ pack Jsave |

Copyright {c} 2004 Missouri Department of Elementary and Secondary Education Privacy Terms

=
[&] Menu ready For use [ [ | [BEvLocalintranet .
4. Update the following check box selections as necessary:

« Contact Information is updated for Billing or Site
e 278-Authorization File is ready for Agency Providers
« New Agreement Attestation is Required
« 835-Remittance Advice File Available For Download
« Provider Account Inactivated
e 277-Claim Status Response File is Available

5. Click Save.



Claims

How Do | View and/or Update a Billing Entity's Payee
Agreements

Use this exercise to view and/or update a billing entity's payee agreements.

Complete the following steps to finish this exercise:

1.

On the Provider Account Management pull-down menu, select the
Billing Entity menu option. A sub-menu displays.

Select the Billing Detail sub-menu option. The Billing Entity Detail page
displays.

|File Edit  ‘Wiew Favorites Tools  Help

yee Detail - Microsoft Internet Explorer

d=Back + = - @ @ ﬁ | @Search (] Favorites @Media @ | %v g @ i Yj
™ Billing Entity Detail

Any User

Home Provider Account Management  User Opt'ions Help  Log Off

Billing Detail |: Sites| Providers | Email Notification | Agreements | Payments

Billing Entity Mame Any Agency

Tax ID 111111111

Status Active

Legal Status Agency

Address Any Address1 Phone 111-111-1111
Any Addressz Mobile 111-111-1111

Phonez [111-111-1111

City Any City Phone3

State,/Zip MO 64157 Fax [

Email [ Contact Any Contack

EFT Status Inactive

Copyright {c) 2004 Missouri Department of Elementary and Secondary Education Privacy Terms

[&] Menu ready for use (B Local intranet

3. Click the Agreements tab. The Payee Agreements page displays.
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ayeefgreement - Microsoft Internet Explorer

| File Edit ‘iew Favorites Tools Help
GiBack + = - @) “at | Qhsearch [GelFavorites fMedia &4 | EN S S - ¥

<« Payee Agreements
Any User
Home Provider Account Management User Options Help  Log Off

Billing Detail | Sites [ Providers I Email Notification [ Agreements T Payments [ )

Select the "I Agree" link on the line item to view and confirm the agreement,
Mo Agreements are due at this time,

Click on the PDF link for the line item ko view the document previously confirmed.
Mo Historical Agreements Exist.

Copyright {c} 2004 Missouri Department of Elementary and Secondary Education Privacy Terms

|@ Menu ready for use l_ l_ l_ E Local intranet A

4.

To update current payee agreements, select the | Agree link under
Current to view and confirm a specific agreement.

To view detailed information about historical payee agreements, select the
PDF link under Historical.



Claims

How Do | View a List of Payments for a Billing Entity

Use thisexercise to view alist of payments associated with a specific billing entity.

Complete the following steps to finish this exercise:

1.

On the Provider Account Management pull-down menu, select the
Billing Entity menu option. A sub-menu displays.

Select the Billing Detail sub-menu option. The Billing Entity Detail page
displays.

4§ Payee Detail - Microsoft Internet Explorer

Edit Wiew Favorites Tools  Help

GBack -+ o= - G (2] 7 | {Qhsearch [GFavorites  GiMedia ¢4 | NS - ki

™ Billing Entity Detail

Any User
Home Provider Account Management User Options Help  Log Off

Billing Detail |: Sitesl Providers | Email Notification | Agreements | Payments

Billing Entity Mame Any Agency

Tax ID 111111111

Status Active

Legal Status Agency

Address Any Addressl Phone |111-111-1111
Any Addressz Mobile 111-111-1111

Phonez |111-111-1111

City Any City Phone3

State/Zip MO 64157 Fax [

Email [ Contact Any Contact

EFT 5tatus Inactive

Copyright {c) 2004 Missouri Department of Elementary and Secondary Education Privacy Terms

|@:| Menu ready for use

l_ ’_ ’_ E Local intranet 4

3.

Click the Payments tab. The Payments page displays.
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Payment - Microsoft Internet Explorer provided by Covansys

J File Edit “iew Favortes Tools Help

J G Back + = - () ot | Qi Search [ Favortes Ef Media (% | By S
. Payments

Laura Heppe
Home Provider Account Management User Options Help

Log OFf

Billing Detail | Sites | Providers | Email Notification | Agreements | Payments
Billing Entity Name Laura Yvonne {Whetzel)
Payments
Payment Reference # ¥ payment Date Payment Amount
10013915 3i26(2004 $690.00
10013487 3i12f2004 $3,307.00
2i19(2004 40,00

10012644 2i13(2004 $3,553.00

10012083 1fz6iz004 454,00

10011661 1/9/z004 $3,158.00

10011117 12{z4/2003 $313.00

10010525 12}9/2003 $4,577.50

10010186 11/26/2003 $6502.00,

10009527 11/7/2003 $5,748.50

10008974 10{22j2003 $2,305.00
10{14/2003 $0.00;

10008573 10/10/2003 $8,053.50

10007635 9/12/2003 $550.00

10007417 9/8j2003 $7,498.00

2 B3

Copyright {c) 2004 Missouri Department of Elementary and Secondary Education Privacy Terms -

‘@ Menu ready for use ’_’_ré_ E Local intranet S

4. View a list of the payments currently associated with the billing entity in
the Payments table.
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Provider Communications

How Do | Compose a New Message
Use this exercise to compose a new message for providers.

£Note: This exercise can only be performed by specific users who have accessto this
feature.

Complete the following steps to finish this exercise:

1. On the Provider Communications pull-down menu, select the Compose
Message menu option. The Message Detail page displays.

Subject # test message
Message # 400

Microsoft® Activex(® Data Objects (ADO) enable vour cient applications to access and manipulate data from a variety
of sources through an OLE DB provider, Its primary benefits are ease of use, high speed, low memary overhead, and a
small disk Footprint, ADO supports key Features For building client{server and Web-based applications.

Effective Date # (:") End Date &
TAttach Message(s) | ' [Gave |

2. In Subject, enter the subject of the message. You can enter up to 256
characters in this text box.

3. In Message, enter the contents of the message. You can enter up to
10,000 characters in this text box.

4. In Effective Date, enter the date of which the message becomes
effective. You can enter up to 8 numeric digits in this text box.

8. In End Date, enter the date on which the message becomes ineffective as
necessary. You can enter up to 8 numeric digits in this text box.

€Note: The End Dateisnot required. A message can be saved without an End Date,
and the End Date may be added at alater time.
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9. Click Save.

« Tip: A message may be viewed and/or updated until the Effective Date has
passed (for example, today's date is equal to or greater than the Effective Date).
Once the Effective Date of the message has passed, only the End Date can be
updated. Once amessage is saved which has an End Date that has passed (for
example, today's date is equal to or greater than the End Date), the message can no
longer be updated or viewed. Y ou can attach additional messages to the end of this
message by clicking Attach M essage(s). For more information, see How Do |
Attach Additional Messages to an Existing Message.
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How Do | Attach Additional Messages while Composing a New
Message

Use these exercises to attach additional messages while composing a new message.

€Note: Thisexercise can only be performed by specific users who have access to this
feature. You can only attach additional messages to a message that is currently active.

Complete the following steps to finish this exercise:

1. On the Provider Communications pull-down menu, select the Compose
Message menu option. The Message Detail page displays.

Subject # test message

Message # 400
[Microsoft® Activer(® Data Objects (ADOY enable vour client applications to access and manipulate data from a variety
of sources through an OLE DB provider, Its primary benefits are ease of use, high speed, low memary overhead, and a
small disk Footprint, ADO supports key Features For building client{server and Web-based applications.

=
Effective Date # (:") End Date @
" ittach Message(s) | N Back | Gave |

2. In Subject, enter the subject of the message. You can enter up to 256
characters in this text box.

3. In Message, enter the contents of the message. You can enter up to
10,000 characters in this text box.

4. In Effective Date, enter the date of which the message becomes
effective. You can enter up to 8 numeric digits in this text box.

5. In End Date, enter the date on which the message becomes inactive as
necessary. You can enter up to 8 numeric digits in this text box.

€Note: The End Dateisnot required. A message can be saved without an End Date,
and the End Date may be added at alater time.

6. Click Attach Message(s). The Attach Messages page displays.
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| ge Search
Effective Date $ To ("> Subject | w
"Message List
[Selct | Swjes | VEnccwenae
Ci additional 10/3/2004 I
(= child 108/ 2004
- date testing 10/8/2004
- detail 10512004
& detect 10482004
O enroll 10/8/2004
| enroll period 10/8/z2004
W functional 1082004 l
2 EE |

" Attach Message(s)

7. Under Message Search, complete information in the following fields as
necessary to filter the list of messages displayed in the Message List
table:

« In Effective Date, enter or select the starting date of the date range
on which to search.

e InTo, enter or select the ending date of the date range on which to
search.

OR
e In Subject, enter the subject of the message on which to search.
8. Click Search.

9. Click the check box in the Select column to next to each message to
attach.

10.Click Attach Message(s). The Message Detail page displays.

Subject # test message

Message # [an0
[Microsoft® Activer(® Data Objects (ADOY enable vour client applications to access and manipulate data from a variety
of sources through an OLE DB provider, Tts primary benefits are ease of use, high speed, low memory overhead, and a
lsmall disk Footprint, ADO supparts key Features for buiding client/server and \Web-based applications.

/|
Effective Date # (:") End Date &
" Attach Message(s) | “Reset " Back [ Save |




Billing Entities

11.Click Save.

«Tip: A message may be viewed and/or updated until the Effective Date has passed
(for example, today's date is equal to or greater than the Effective Date). Once the
Effective Date of the message has passed, only the End Date can be updated. Once a
message is saved which has an End Date that has passed (for example, today's date is
equal to or greater than the End Date), the message can no longer be updated or viewed.
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How Do | Search for Messages

Use this exercise to search for one or more messages that currently exist within the
database.

Complete the following steps to finish this exercise:

36

1. Onthe Provider Communications pull-down menu, select the Search

Messages menu option. The Search For Messages page displays.

"Gearch Criteria

To find a message select a search option, enter the search criteria and then select the Search button,

o

@ A9 A,

List All Messages
Message Effective Date
Message Subject

Message Text

&
&

Ta

. Select one of the following radio buttons and enter filter criteria in the

appropriate fields as necessary to perform a search:

Select the List All Messages radio button to perform a search for
all messages that exist.

Select the Message Effective Between radio button and enter a
date range to perform a search by effective date.

Select the Message Subject radio button and enter partial or
complete subject to perform a search by subject

Select the Message Text radio button and enter specific text to
perform a search by content.

3. Click Search to perform a search based on the filter criteria entered.
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How Do | View a List of Messages
Usethis exerciseto view alist of messages.

Complete the following steps to finish this exercise:

1. On the Provider Communications pull-down menu, select the List
Messages menu option. The List Messages page displays.

List Messages

Detail Subject ¥ Effective End Date
Date

) addtional 10/5i2004 1213013999

J2 chid 10/5i2004 12/3043999

) datetesting 10/5i2004 10/ 1042004

B detal 10/gi2004 12/3043999

5 detect 10/5i2004 1213013999

2 enral 10/5i2004 12/3043999

p entall period 10/ajz2004 12/30/3993

2 functional 10/8i2004 12/3043999

) hig 10/5i2004 1213015999

J2 housshold 10/8i2004 12/3043999

) inkaks 10/5i2004 1213015999 =
'z Bl
~back_|

2. View a list of the currently messages in the List Messages table.
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How Do | View the Details of an Existing Message
Use this exercise to the details of a message that currently exists within the database.

Complete the following steps to finish this exercise:

1. On the Provider Communications pull-down menu, select the List
Messages menu option. The List Messages page displays.

[ist Messages

Detail Subject ¥ Effective End Date
Date
J3)

additional 10/5i2004 1213013999
J2 chid 10/5i2004 12/3043999
) datetesting 10/5i2004 10/ 1042004
B detal 10/gi2004 12/3043999
5 detect 10/5i2004 1213013999
2 enral 10/5i2004 12/3043999
,:—) entall period 10/ajz2004 12/30/3993
2 functional 10/8i2004 12/3043999
) hig 10/5i2004 1213015999
J2 housshold 10/8i2004 12/3043999
) inkaks 10/5i2004 1213015999 =
'z Bl
~back_|

2. Click the Detail icon next to a specific message in the List Messages
table. The Message Detail page displays.

Subject kest message

Message A0
MicrosoftE Activer® Data Objects (AD0) enable wour client applications ko access and manipulate data from a
variety of sources through an OLE DE provider. Its primary benefits are ease of use, high speed, low memary
overhead, and a small disk fookprint, ADO supports kew Features For building clientfserver and Web-based
applications.

Effective Date 10/08/2004 End Date 1Z30/3999

3. View the message's detail information.
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How Do | Update an Existing Message
Use this exercise to update an existing message.

£Note: Thisexercise can only be performed by specific users who have accessto this
feature.

Complete the following steps to finish this exercise:

1. Onthe Provider Communications pull-down menu, select the List
Messages menu option. The List Messages page displays.

List Messages

Detail Subject ¥ Effective | End Date
Date

) addtional 10/82004 12)30)3999

) chid 10/812004 12J30/3999

) datetesting 10/52004 10/10y2004

O detl 10/812004 12)30/:3999

B detect 10/82004 12}30)3999

S e 10/812004 12)301:3999

)'.) enroll period 10812004 12/3003999

) Runctional 10/812004 12)30/3999

}.) hig 10/g/z2004 123043999

/J._J hiousehold L0farza04 12/3003999

/'.) inkake 10/g/2004 123043999 ﬁ
'z EE
“pack

2. Click the Detail icon next to a specific message in the List Messages
table. The Message Detail page displays.
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Subject # test message
Message # 400

Microsoft® Activex(® Data Objects (ADO) enable vour cient applications to access and manipulate data from a variety
of sources through an OLE DB provider, Its primary benefits are ease of use, high speed, low memary overhead, and a
small disk Footprint, ADO supports key Features For building client{server and Web-based applications.

&

o
Effective Date * 10j08/2004 W End Date

" AttachMessage(s)

3. Update the following information as necessary:
e Subject
e Message
« Effective Date
« End Date

«Tip: A message may be viewed and/or updated until the Effective Date has passed
(for example, today's date is equal to or greater than the Effective Date). Once the
Effective Date of the message has passed, only the End Date can be updated. Once a
message is saved which has an End Date that has passed (for example, today's date is
equal to or greater than the End Date), the message can no longer be updated or viewed.

4. Click Save.
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How Do | Attach Additional Messages to an Existing Message
Use these exercises to attach additional messages to a previously existing message.

£Note: Thisexercise can only be performed by specific users who have access to this
feature. Y ou can only attach additional messages to a message that is currently active.

Complete the following steps to finish this exercise:

1. Onthe Provider Communications pull-down menu, select the List
Messages menu option. The List Messages page displays.

List Messages

Detail Subject ¥ Effective | End Date
Date

) addtional 10/82004 12)30)3999

) chid 10/812004 12J30/3999

) datetesting 10/52004 10/10y2004

O detl 10/812004 12)30/:3999

B detect 10/82004 12}30)3999

S e 10/812004 12)301:3999

p enroll period 10812004 12/3003999

) Runctional 10/812004 12)30/3999

}J hig 10/g/z2004 123043999

j._J hiousehold L0farza04 12/3003999

/'.) inkake 10/g/2004 123043999 ”
'z EE
“pack

2. Click the Detail icon next to a specific message in the List Messages
table. The Message Detail page displays.

Subject # best message
Message * a0

;Microsoft@) Actives® Data Objects (ADOY enable your client applications to access and manipulate data from a variety .
of sources through an OLE DE provider, Its primary benefits are ease of use, high speed, low memary overhead, and a
(small disk Faotprint, ADO supports key features for building clientfserver and YWeb-based applications,

, =
Effective Date # Q‘:‘ End Date | W
Shesst ] ok | Sove |
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3. Click Attach Message(s). The Attach Messages page displays.

_ Message Search

Effective Date (’“) To ® Subject | m
"™Message List
| Select | Subject ¥ Effective Date =
additional 10/8/z2004
-
(= child 10/g/2004
date kesting 1052004
-
r detail 10/8/z004
| | detect 10/8/z2004
|| enroll 1082004
enroll period 10/8/z2004
r
Functional 10/8/2004 |5
-
2 EE |

4. Under Message Search, complete information in the following fields as
necessary to filter the list of messages displayed in the Message List
table:

« In Effective Date, enter or select the starting date of the date range
on which to search.

e InTo, enter or select the ending date of the date range on which to
search.

OR
e In Subject, enter the subject of the message on which to search.
5. Click Search.

6. Click the check box in the Select column to next to each message to
attach.

7. Click Attach Message(s). The Message Detail page displays.
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Subject # test message
Message # 400
Microsoft® Activex(® Data Objects (ADO) enable vour cient applications to access and manipulate data from a variety

of sources through an OLE DB provider, Its primary benefits are ease of use, high speed, low memary overhead, and a
small disk Footprint, ADO supports key Features For building client{server and Web-based applications.

Effective Date # (:") End Date &
" Attach Message(s) [“Save |

8. Click Save.

«Tip: A message may be viewed and/or updated until the Effective Date has passed
(for example, today's date is equal to or greater than the Effective Date). Once the
Effective Date of the message has passed, only the End Date can be updated. Once a
message is saved which has an End Date that has passed (for example, today's date is
equal to or greater than the End Date), the message can no longer be updated or viewed.
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How Do | Delete an Existing Message

Use this exercise to delete an existing message before its effective date.

«Tip: A message cannot be deleted after its Effective Date has passed.

Complete the following steps to finish this exercise:

1. On the Provider Communications pull-down menu, select the List
Messages menu option. The List Messages page displays.

[ist Messages

Date
) addiional 10/Gi2004 12/30/3999 ‘
J2 chid 10/8/2004 12/30/3999
) datetesting 10/Gi2004 10102004
S detal 10{5/2004 12/30/3999
) detert 10/512004 12/30§3999
2 el 10/8/2004 12/30/3999
,:—) entall period 10/ajz2004 12/30/3993
2 functional 10/3/2004 12/30/3999
2 hia 10512004 12/3043999
/2 household 10/8/2004 12/30/3999
5 intake 10/Gi2004 12/30§3999 =l
'z EHE
“eack |

2. Click the Detail icon next to a specific message in the List Messages

table. The Message Detail page displays.

The message is viewable until the End Date is specified,

Message Recipient
= b All Providers v Specialty Providers

Specialty Specialty 1 il
Specialty 2
Specialty 3 hd|
Subject
Message !
Effective Date End Date (“'}
" Post and Email * Post Crly
“Reset | Back | save

3. Click Delete.
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How Do | Compose and Send Email
Use this exercise to compose and send an email communication.

Complete the following steps to finish this exercise:

1. On the Provider Communications pull-down menu, select the Send
Email menu option. The Send Email page displays.

High Priority [#

To¥* 2 Providers, 2 Payees
Subject #®  test message
Message #* ‘testing email message H

|=a karget="_blank' href="http: localhost/mofirststeps uifprovideriMessageyiew, aspx?
sec=0FFREXTID=+1TgSpg7awaOkCrkZ HyoozDDCIGF)iv' =htkp: /flocalhostfmofirstskepsfuifprovider fMessageview. aspx?
s2c=0FFREXTID=+1Tg5pq7 AvwaOkCrkCIHvoozDDC|GRjiv </a>

Attach Message(s} [ Back - send |

2. Select the High Priority check box to indicate that this is a high priority
email communication as necessary.

3. Click the To link to search for and select one or more recipients for this
email communication. The Email Recipients page displays.

Search Provider I Search Billing Entity [ Recipients |

Search and seleck one or more providers using the option below. Your Final selections can be wiewed using the Recipients Tab,

Provider

’7 Last Mame last Specialty I 'I
Pro = =
- lastMame, FirstiMarne any Mame @ Com
i
Select All Deselect All Add Selection

4. Select the Search Provider tab and complete the following to search for
and specify one or more provider recipients for the email:
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Search Provider l Search Billing Entity [ Recipients |

Search and select one or more providers using the option below, Your Final selections can be viewed using the Recipients Tab,

Provider

’V Last Name last Specialty | ~1

> 0 = a

laskMarne, FirstMame any Mame N, COMm
—

Select All Deseleck all Add Selection

e In Last Name, enter the full or partial last name of the provider on
which to search.

OR

e In Specialty, select the specialty of the provider on which to
search.

5. Click Search to filter the list of email addresses displayed based on the
filter criteria specified.

6. Click the check box in the Select column next to each provider email
address that should receive the email.

7. Click Add Selection to add the recipient(s) currently selected in the table
to the recipient list.

8. Select the Search Billing Entity tab and complete the following to search
for and specify one or more billing entity recipients for the email:

Search Provider | Search Billing Entity [ Recipients I

Search and seleck one or more billing entity using the option below. Your final selections can be viewed using the Recipients Tab.

Billing Entity
[ MName

Billing Entity Email List

« In Name, enter the full or partial last name of the billing entity on
which to search.

OR

e In Tax ID, enter the complete tax identification number of the billing
entity on which to search.
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10.Click Search to filter the list of email addresses displayed based on the
filter criteria specified.

11.Click the check box in the Select column next to each billing entity email
address that should receive the email.

12.Click Add Selection to add the recipient(s) currently selected in the table
to the recipient list.

13. Select the Recipients tab to view and confirm the recipients list for the
email.

Search Provider I Search Billing Entity I Recipients I

Listed belows are the currently selected email recipients. IF this list is correck, You may close this windows, Use delete icon to remowe any undesired
recipients from khe list

& brovierPayos Hame

q Provider lastMame, firstMamejany Mame Ay strest Return To Sender, OO000 S, OO
i

14.Click Close. The Send Email page displays.
High Priority [/
To¥* 2 Providers, 2 Payees
subject * test message
Message #* lkesting email message H

<a target="_blank' href="http: /localhost/mofirststeps/ui/provider/MessageView. aspx?
sec=0FFREXTID=+1TgSpq 7AW aOkCrkZ IHyoozDDCIGRjiv' =htkp: fflocalhost fmofirstskepsfuifprovider fMessageview. aspx?
s2c=0FFREXTID=+1Tg5pq7 AvwaOkCrkCIHvoozDDC|GRjiv </a>

Attach Message(s}

15.In Subject, enter the subject of the email communication. You can enter
up to 256 characters in this text box.

16.In Message, enter the text of the email communication. You can enter up
to 10,000 characters in this text box.

«Tip: You can attach additional messages to this email communication by clicking
Attach Message. For more information, see How Do | Attach Additional Messages
while Composing an Email.

17.Click Send.
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How Do | Attach Additional Messages while Composing an Email
Use these exercises to attach additional messages while composing an email
communication.

Complete the following steps to finish this exercise:

1. Onthe Provider Communications pull-down menu, select the Send
Email menu option. The Send Email page displays.

High Priority [#

To* Z Providers, 2 Pavees
Subject #®  rest message
Message * lbesting email message H

<a karget="_blank' href="http:flocalhost/mofirststeps/ui/providerMessageiiew, aspx?
sec=C0FFREXTID=y1TgSpq7 A a0k CrkC IHyoozDDC]GFjiv' =http: fflocalhost mofirskskeps fuifprovider fMessageview . aspx s
sec=C0FF&EXTID=y1TgSpq7 AaCkCrkC IHyoozDDClGF]iv </a>

Attach Message(s) [ send |

2. Select the High Priority check box to indicate that this is a high priority
email communication as necessary.

3. Click the To link to search for and select one or more recipients for this
email communication. The Email Recipients page displays.

Search Provider l Search Billing Entity I Recipients |

Search and select one or more providers using the option below, Your Final selections can be viewed using the Recipients Tab,

Provider

’V Last Name last Specialty | ~1

> 0 = a

laskMarne, FirstMame any Mame N, COMm
—

Select All° Deselect All Add Selection

Close

4. Select the Search Provider tab and complete the following to search for
and specify one or more provider recipients for the email:
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Search Provider l Search Billing Entity [ Recipients |

Search and select one or more providers using the option below, Your Final selections can be viewed using the Recipients Tab,

Provider

’V Last Name last Specialty | ~1

> 0 = a

laskMarne, FirstMame any Mame N, COMm
—

Select All Deseleck all Add Selection

e In Last Name, enter the full or partial last name of the provider on
which to search.

OR

e In Specialty, select the specialty of the provider on which to
search.

5. Click Search to filter the list of email addresses displayed based on the
filter criteria specified.

6. Click the check box in the Select column next to each provider email
address that should receive the email.

7. Click Add Selection to add the recipient(s) currently selected in the table
to the recipient list.

8. Select the Search Billing Entity tab and complete the following to search
for and specify one or more billing entity recipients for the email:

Search Provider | Search Billing Entity [ Recipients I

Search and seleck one or more billing entity using the option below. Your final selections can be viewed using the Recipients Tab.

Billing Entity
[ MName

Billing Entity Email List

« In Name, enter the full or partial last name of the billing entity on
which to search.

OR

e In Tax ID, enter the complete tax identification number of the billing
entity on which to search.
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9. Click Search to filter the list of email addresses displayed based on the
filter criteria specified.

10.Click the check box in the Select column next to each billing entity email
address that should receive the email.

11.Click Add Selection to add the recipient(s) currently selected in the table
to the recipient list.

12.Select the Recipients tab to view and confirm the recipients list for the
email.

Search Provider I Search Billing Entity I Recipients I

Listed belows are the currently selected email recipients. IF this list is correck, You may close this windows, Use delete icon to remowe any undesired
recipients from khe list

& brovierPayos Hame

q Provider lastMame, firstMamejany Mame Ay strest Return To Sender, OO000 S, OO
i

13.Click Close. The Send Email page displays.
High Priority [/
To¥* 2 Providers, 2 Payees
subject * test message
Message #* lkesting email message H
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sec=0FFREXTID=+1TgSpq 7AW aOkCrkZ IHyoozDDCIGRjiv' =htkp: fflocalhost fmofirstskepsfuifprovider fMessageview. aspx?
s2c=0FFREXTID=+1Tg5pq7 AvwaOkCrkCIHvoozDDC|GRjiv </a>

Attach Message(s}

14.In Subject, enter the subject of the email communication. You can enter
up to 256 characters in this text box.

15.In Message, enter the text of the email communication. You can enter up
to 10,000 characters in this text box.

16.Click Attach Message. The Attach Messages page displays.
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| ge Search
Effective Date $ To ("> Subject | w
"Message List
[Selct | Swjes | VEnccwenae
Ci additional 10/3/2004 I
(= child 108/ 2004
- date testing 10/8/2004
- detail 10512004
& detect 10482004
O enroll 10/8/2004
| enroll period 10/8/z2004
W functional 1082004 l
2 EE |

" Attach Message(s)

17.Under Message Search, complete information in the following fields as
necessary to filter the list of messages displayed in the Message List
table:

« In Effective Date, enter or select the starting date of the date range
on which to search.

e InTo, enter or select the ending date of the date range on which to
search.

OR
e In Subject, enter the subject of the message on which to search.
18.Click Search.

19.Click the check box in the Select column to next to each message to
attach.

20.Click Attach Message(s). The Send Email page displays.

High Priority [#

To¥* 2 Providers, 2 Payees
Subject #®  test message
Message #* ‘testing email message H

|=a karget="_blank' href="http: localhost/mofirststeps uifprovideriMessageyiew, aspx?
sec=0FFREXTID=+1TgSpg7awaOkCrkZ HyoozDDCIGF)iv' =htkp: /flocalhostfmofirstskepsfuifprovider fMessageview. aspx?
s2c=0FFREXTID=+1Tg5pq7 AvwaOkCrkCIHvoozDDC|GRjiv </a>

Attach Message(s} [ Back - send |

21.Click Send.
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How Do | Enter or Update Provider Account Detail Information

Use this exercise to see how to enter or update detailed information about a provider's
account.

«Tip: A provider may have multiple provider accountsif the provider bills for services
using multiple Tax ID numbers.

Complete the following steps to finish this exercise:
1. Onthe Provider Account Management pull-down menu, select the
Provider Account menu option. A sub-menu displays.

2. Select the Account Detail sub-menu option. The Provider Account Detail
page displays.

/3 Provider Account Detail - Microsoft Internet Explorer

|File Edit  ‘Wiew Favorites Tools  Help

| GBack -~ = - B 7zt | iQhsearch [lFavorites lMedia ¢4 | B S = - ¥

r‘g Provider Account Detail

Any User
Home Provider Account Management User Options Help  Log Off

Acct. Detail | Sites Provider Email Notification I Agreements |

Provider First Name FirstMame1 MI Last Mame LastMamel

Agency/Billing Name Any Agency

Provider Account ID 111111111-0000

Medicaid ID

Account Active Date Fla0/z002  To

Prov. Enrollment Date 2/19fz002

Degree E-Signature On File

Prov. Acct. Address Phone 111-111-1111
Mobile
Phone2

City Phone3

State/Zip Fax

Email

Specialty List [ Reset [l Back | Gave |

|.§_“| Done

3. Enter or update the following information as necessary:

¢ Phone
« Mobile
e Phone2

53




Missouri First Steps Reference Manud

e Phone3

e Fax

e Emall
4. Click Save.

«Tip: The other information displayed on this page is read-only and cannot be changed.
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How Do | View a Provider's Specialty List

Use this exercise to see how to view alist of aprovider's specialties.

£Note: The provider will need to contact the CFO to make changes to the specialties
associated with the provider account.

Complete the following steps to finish this exercise:

1.

On the Provider Account Management pull-down menu, select the
Provider Account menu option. A sub-menu displays.

Select the Account Detail sub-menu option. The Provider Account Detall
page displays.

/3 Provider Account Detail - Microsoft Internet Explorer

|File Edit  ‘Wiew Favorites Tools  Help

r‘z Provider Account Detail

Any User
Home Provider Account Management User Options Help  Log Off

GBack -~ = - B 7zt | iQhsearch [lFavorites lMedia ¢4 | B S = - ¥

Acct. Detail I

Provider First Name FirstMame1 MI Last Mame LastMamel

Agency/Billing Name Any Agency

Provider Account ID 111111111-0000

Medicaid ID

Account Active Date Fla0/z002  To

Prov. Enrollment Date 2/19fz002

Degree E-Signature On File

Prov. Acct. Address Phone [111-111-1111
Mobile |
Phone2

City Phone3

State/Zip Fax

Email

“Reset W pack | save

Sites Provider Email Notification I Agreements |

|@ Done

3. Click Specialty List. The Specialty List page displays.
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Z§ Specialty List - Microsoft Internet Explorer =101 x|

Specialty List Filter

W Show Active Only

For Provider Account: LastNamel, FirstNamel

Speech Pathologist Pending Credentials 02/19/2002 12/30/3999

4. View the provider's specialties.

«Tip: Theinformation displayed on this page is read-only and cannot be changed.
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How Do | View a List of Provider Account Sites
Use thisexercise to view alist of sites associated with a specific provider account.

€Note: The provider will need to contact the CFO to make changes to the sites used by
the provider account.

Complete the following steps to finish this exercise:
1. Onthe Provider Account Management pull-down menu, select the
Provider Account menu option. A sub-menu displays.

2. Select the Account Detail sub-menu option. The Provider Account Detail
page displays.

/) Provider Account Detail - Microsoft Internet Explorer

|File Edit Wiew Favarites Tools Help

SBack + = - @ it | @Search [3e] Favorites @Media 8 | %' = Nl ¥
ﬁg Provider Account Detail

Any User
Home Provider Account Management User Options Help  Log Off

Acct. Detail Sites | Provider Email Notification [ Agreements |

Provider First Name Firsthame1 MI Lask Mame LastMamel

Agency /Billing Name Any Agency

Provider Account ID 111111111-0000

Medicaid ID

Account Active Date FlE0fz002 To

Prov. Enrollment Date 2/19/2002

Degree E-Signature on File

Prov. Acct. Address Phone [111-111-1111
Mobile
Phone2

City Phone3

State/Zip Fax

Email

Specialty List

Copyright {c} 2004 Missouri Department of Elementary and Secondary Education Privacy Terms

|@ Dane l_l_l_ (B Local intranet
3. Click the Sites tab. The Provider Account - Site List page displays.
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ovider Account - Site List - Microsoft Internet Explorer

| File Edit ‘Miew Faworites Tools  Help
GBack » = - 2 at | iQsearch [GlFavorites lmedia (4 | S - B &

p Provider Account — Site List

Any User

Home Provider Account Management User Options Help  Log Off

Acct. Detail L Sites [ Provider Email Notification [ Agreements [

List Flter

Show Active Only

Payment Site

Correspondence Site | Service Site | Status | Active Start Date | Active End Date

Any Address Any

AddressZ Any City, Yes es Yes Artive 073072002 1213003999
MO 64157

Copyright {c) 2004 Missouri Department of Elementary and Secondary Education Privacy Terms

[&] Menu ready for use [ [ & Localintranet
4. View a list of the sites currently associated with the provider account in the
table.

«Tip: Theinformation displayed on this page is read-only and cannot be changed.
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How Do | View a Provider Account's Site Detail Information
Use this exercise to view detailed information about a specific site currently associated
with a provider account.
Complete the following steps to finish this exercise:
5. On the Provider Account Management pull-down menu, select the
Provider Account menu option. A sub-menu displays.

6. Select the Account Detail sub-menu option. The Provider Account Detail
page displays.

/) Provider Account Detail - Microsoft Internet Explorer

|File Edit Wiew Favarites Tools Help

| s Back - = - @ it | @Search [3e] Favorites @Media @ | %v == ¥
FE Provider Account Detail

Any User

Home Provider Account Management User Options Help  Log Off

Acct. Detail Sites | Provider Email Notification [ Agreements |

Provider First Name Firsthame1 MI Lask Mame LastMamel

Agency /Billing Name Any Agency

Provider Account ID 111111111-0000

Medicaid ID

Account Active Date FlE0fz002 To

Prov. Enrollment Date 2/19/2002

Degree E-Signature on File

Prov. Acct. Address Phone [111-111-1111
Mobile
Phone2

City Phone3

State/Zip Fax

Email

Specialty List [ Reset | Back i Save |

Copyright {c} 2004 Missouri Department of Elementary and Secondary Education Privacy Terms

|@ Dane l_l_l_ (B Local intranet
7. Click the Sites tab. The Provider Account - Site List page displays.
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Provider Account - site List - Microsoft Internet Explorer

|Fi|e Edit  Wiew Faworites Tools  Help

SBack v = - @ 7ot | @Search (3] Favorites @Media @ | %' = =R
K‘E Provider Account — Site List

Any User
Home Provider Account Management User Options Help  Log Off

Acct. Detail L Sites T Provider Email Notification [ Agreements [

Active End Date

Payment Site | Correspondence Site | Service Site | Status | Active Start Date

Any Address Any
AddressZ Any City, Yes es Yes Artive 073072002 1213003999
MO 64157

Privacy Terms

Copyright {c) 2004 Missouri Department of Elementary and Secondary Education

|.E Menu ready for use l_ l_ l_ (5 Local intranet 4

8. Click the Detail icon next to a specific site in the List table. The Provider
Account - Site Detail page displays.

60




Provider Accounts

-2 Provider Account - Site Detail - Microsoft Internet Explorer - =] =]
Description
Status Active Active Date 07/30/2002
Address Any Address Phone 111-111-1111
Any dddressz Mobile
Phone2

City Arvy Citw Phone3
State/Zip Mo E4157 Fax 111-111-1111
Email Contact  Any Contact
- One or More Provider Accounts mayw use this Site for

SoTIERLSIE Yes Correspondence Site  Yes

Service Site es Admin Only Mo

5. View the provider account's site detail information.

«Tip: Theinformation displayed on this page is read-only and cannot be changed.
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How Do | View and/or Update a Provider Account's Email
Notifications

Use this exercise to view and/or update a provider account's email notification triggers.

€Note: Email notifications are sent to the email address listed on the Provider Account
Detail page. If an email notification is selected and a corresponding email address does
not exist, an email notification will not be sent.

Complete the following steps to finish this exercise:
1. Onthe Provider Account Management pull-down menu, select the
Provider Account menu option. A sub-menu displays.

2. Select the Account Detail sub-menu option. The Provider Account Detail
page displays.

=} Provider Account Detail - Microsoft Internet Explorer

|File Edit Wiew Favarites Tools Help

SBack + = - @ it | @Search [3e] Favorites @Media 8 | %' = Nl ¥
ﬁg Provider Account Detail

Any User
Home Provider Account Management User Options Help  Log Off

Acct. Detail Sites | Provider Email Notification [ Agreements |

Provider First Name Firsthame1 MI Lask Mame LastMamel

Agency /Billing Name Any Agency

Provider Account ID 111111111-0000

Medicaid ID

Account Active Date FlE0fz002 To

Prov. Enrollment Date 2/19/2002

Degree E-Signature on File

Prov. Acct. Address Phone [111-111-1111
Mobile
Phone2

City Phone3

State/Zip Fax

Email

Specalty Lit “Reset [ Back | save |

Copyright {c} 2004 Missouri Department of Elementary and Secondary Education Privacy Terms

|@ Dane ’_ ’_ ’_ (B Local intranet i

3. Click the Provider Email Notification tab. The Provider Email
Notifications page displays.
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rovider Account Email Notifications - Microsoft Internet Explorer 10l x|

|Fi|e Edit  Wiew Favorites Tools  Help |

= Back - = - @ at | QSEarch [3] Favorites @Media ®| %v = M= ¥ Address
% Provider Email Notifications

Any User
Home Provider Account Management User Options Help  Log Off

Acct. Detail | Sites Provider Email Notification I Agreements |

Select the events to receive the email notification.

atify me when. ..

Provider
[ 275-suthaorizations File is &vailable

[ Ending Authorizations Fils is &vailable

[ Provider ficcourt Inactivated

[~ Mew Agreement Attestation is ready

Copyright {c} 2004 Missouri Department of Elementary and Secondary Education Privacy Terms

|ﬂj Menu ready For use ’_ ’_ ’_ Local intranst 4

4. Update the following check box selections as necessary:

e 278-Authorization File is Available

« Ending Authorizations File is Available

« Provider Account Inactivated

« New Agreement Attestation is ready
5. Click Save.
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How Do | View and/or Update a Provider Account's Agreements
Use this exercise to view and/or update the agreements required between the provider and
the CFO for the enrollment of the provider account.
Complete the following steps to finish this exercise:
1. Onthe Provider Account Management pull-down menu, select the
Provider Account menu option. A sub-menu displays.

2. Select the Account Detail sub-menu option. The Provider Account Detail
page displays.

/) Provider Account Detail - Microsoft Internet Explorer

|File Edit Wiew Favarites Tools Help

| s Back - = - @ it | @Search [3e] Favorites @Media @ | %v == ¥
FE Provider Account Detail

Any User
Home Provider Account Management User Options Help  Log Off
Acct. Detail Sites | Provider Email Notification [ Agreements |
Provider First Name Firsthame1 MI Lask Mame LastMamel
Agency /Billing Name Any Agency
Provider Account ID 111111111-0000
Medicaid ID
Account Active Date FlE0fz002 To
Prov. Enrollment Date 2/19/2002
Degree E-Signature on File
Prov. Acct. Address Phone [111-111-1111
Mobile
Phone2
City Phone3
State/Zip Fax
Email
Specialty List [ Reset | Back i Save |

Copyright {c} 2004 Missouri Department of Elementary and Secondary Education Privacy Terms

|@ Dane ’_ ’_ ’_ (B Local intranet i

3. Click the Agreements tab. The Provider Account Agreements page
displays.
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ccount Agreements - Microsoft Internet Explorer i ] |

|File Edit Yiew Favoriies Tools  Help |

= Back = = - @ i AddressIT@http:,l',l'localhost,l'rnoFirststeps,l'UI,I'Provider,l’Providemgreement.aspx?For=.¢\ccount&lD=SDBD2 E‘J\}GD
(" =Provider Agreements

¥ —Provider Name: Any Provider
Any User

Home Provider Account Management User Options Help  Log Off Site Map

Acct. Detaill |  Sites Provider Email Notification | Agreements

elect the "I Agree™ link on the line item to view and confirm for online agreements due.

Police Check 1 LAgree

lick on the Wiew link for the line item to view the document previously confirmed.

Title ¥ Date Signed Effective Date Range Do

Liability Insurance {Paper) 5/21f2004 /1312004 - 3/1312005 Wigw Document 1
Police Check {Paper) S19/2002 /1312002 - 3/1312003 On File
1 2 records

|@ Dane l_l_ ’_ (2 Local intranst

4. To update current payee agreements, select the | Agree link under
Current to view and confirm a specific agreement. . The | Agree page for
provider accounts displays when clicked.

4

A 1agree - Microsoft Internet Explorer

BS®-0 -0 FRORE K b |4 |[nE - T 1A
ehx - OOOB -
5 >
o
1
E -_ § Mha
“.:,‘. U Airst steps
. i s Lo b an =~
MokirsiSte
[
el The plation af the Polce/Backgiounsd Check Alesalion web page cerlibes that thee srlity Bl | neprosenl would®as sucesssRily
e passed a polos’background check according o the requirements of the Missour First Steps Program effective for the dates | have
enbered on wwvw molressteps com. Further, | ales acknowiedge that | have read and understand the loliswing staloments:
- day and all inlormation submitled ee my behall shall be bue, accurale, and complete. | accepl iolal esponsibility lor he
apcuracy of all inlomsslion submiled 1o s mobesisleps com
url prtment of Elemendary and Secondary Educabon (DUES.E.) and or s X
H 41011 ¥ B BS=z1iin | O /= :-i'-ﬂu ¥
I Have Read The Document And I Agree
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5. Click I Agree. The Provider Account Agreements page displays and the
Historical table is refreshed to display the newly "agreed to" document.

3 Provider Account Agreements - Microsoft Internet Explorer ;lglll

|File Edit Yiew Favoriies Tools  Help |

HEBack - = - @ i AddressI?@http:,|',|'Iocalhost,l'rnoFirststeps,l'UI,I'Provider,l’Providemgreement.aspx?For=.¢\ccount&lD=50802 j @GD

=Provider Agreements

Provider Name: Any Provider
Any User

Home Provider Account Management User Options Help  Log Off Site Map

Acct. Detail _. Sites _. Provider Email Notification _. Agreements |

elect the "I Agree™ link on the line item to view and confirm for online agreements due.

Police Check 1 LAgree

lick on the Wiew link for the line item to view the document previously confirmed.

¥ Date Signed | _ Effective Date Range Do

Liability Insurance {Paper) 5/21f2004 /1312004 - 3/1312005 Wigw Document 1
Police Check {Paper) S19/2002 /1312002 - 3/1312003 On File
|
1 2 records
[ |
|@ Dane l_ ’_ (2 Local intranst 4

6. To view detailed information about historical payee agreements, select the
PDF link under Historical.
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How Do | Enter, Update, and Check an Online Claim
Use this exercise to enter, update, and check an online claim.

£Note: The claims entry pageis displayed by using avariety of methods. This exercise
will guide you using all available methods. Therefore, depending on which method is
used to access the claims entry page, some of the steps in this exercise may be optional.

Complete the following steps to finish this exercise:

1. Use one of the following methods to access the claim entry page:

o Selecting the Provider Account Management\Provider
Billing\Claim Entry menu option.

o Clicking the Claim Entry button on the Authorization Detail page.

e Clicking either the Correct Claim or Resubmit Claim button on the
Claim Detail page.

2. If necessary, enter the full Authorization Number or search for an
authorization. For more information, see How Do | Search for an

Authorization.
Service [ Assistive Tech [ Transportation [
Auth# * A Patient Acct.

Claim Detail

Detail El Code CPT Charges Delete

i

Claim Total Charges £0,00 Enter Service Line
PReser ] fack | Check Clam B Submit

3. Select the Enter Service Line button to add the detail line items for this
claim. The claim entry page (specific to the service line you are adding)
displays.
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<) Claim - Service Line Item Information - Microsoft Internet Explorer

Service Line 1 Service Date *|:|$> Unit Carversion
[~ Second Service For the Same Date ’V 1 Unit = 15 Minutes

EI Code #* 9653 - CPT *

Units # - - Charges § #*

[ Reset ' Close [ Addto Claim |

Ti023 Screening ko determine the appropriateness of consideration of anindividual For 12}311699 12}30/3999

participation in a specified program, project, artreatment protocol, per encounter,

4. Complete all of the required information on this page to enter a line for the
claim. Fields marked with an asterisk (*) are required.

5. Click Add to Claim to save your information.

«Tip: All lineitems are displayed for the clam. Thetotal dollar value of al of theline
items on the claim is displayed in Claim Total Charges at the bottom of the page. A
Detail icon isavailable for each lineitem. Y ou can click the Detail icon to edit a specific
lineitem. Or, you can click the Delete icon to remove a specific line item from the

claim.
Service | __ Assistive Tech | __ Transportation |
Auth# % A%00000099-2 Patient Acct.

Claim Detail
EEESSS S s——
1 05/01;2000 9653 T1023 4 $125.00 Delete |
,’J 2 0S/01/2000 9653 T1023 GG z 465,00 Delete |
1
Claim Total Charges $190.00
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6. To update a specific line item, click the Detail icon. The claim update
page (specific to the service line you are updating) displays.

=8 Clain - Service Line Item Information - Microsoft Internet Explorer

Service Line 2 Service Date *|TEATEEN Lirit Conversion
[¥ Second Service For the Same Date ’7 1 Unit = 135 Minutes
EI Code #* |9653 -i CPT * Ti023
Units #* 2 Charges $ #* |65
“Reset | Update Claim
T1023 Screening bo determine the appropriabeness of consideration of anindividual For 12/31/1893 12/30/3999

participation in a specified program, praject, ortreatment pratocol, per encounter.

7. Update any of the information on this page as necessary. Remember,
fields marked with an asterisk (*) are required and cannot be left blank.

8. Click Update Claim to save your changes.

«Tip: You can aso click Closeto exit the page without saving any changes, or click
Reset to undo any changes made on the page and restore the previously saved
information.

9. Click Check Claim to perform the application's validation edits on the
claim without submitting the claim. (You can still update the claim if
necessary when checking a claim.)

69



Missouri First Steps Reference Manual

Service | __Assistive Tech | _ Transportation __ |1

Auth # #* A330000093-2 Patient Acck.

Claim Detail

e
1 05012000 9653 T1023 $125,00 Delete |
jJ 5 05/01/2000 9653 T1023 GG z $65.00 Delete |
M
Claim Total Charges $190.00 iy T e TR R L]

«Tip: After the system validation edits are complete, you are shown whether the claim
will pass or fail when it is submitted. At this point the claim has not been saved to the
database and may be corrected if necessary. Individual line items may still be added to
the claim, updated on the claim, or deleted from the claim. The Check Claim button may
be clicked multiple times to perform many checks on the claim until the claim is actualy

submitted.

'@ The Mew Claim Id is D40517-5003-85175

Assistive Tech Transportation

Service |

Auth# # | s Patient Acct.

Claim Detail

1

Claim Total Charges $0.00 Enter Service Line
“Reset [ Back §checcctom |~ submic I

10.Once the claim entry is complete and has been checked thoroughly, click
Submit to save the claim to the database.
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£Note: A claim that has been submitted to the database may still be updated after
submission by clicking the Correct Claim button on the Claim Detail page. However,
once the claim statusis Paid, the claim can no longer be corrected.
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How Do | Enter a Service Line to a Claim
Usethis exercise to enter aservice lineitemto aclaim.

Complete the following steps to finish this exercise:

1. Onthe Provider Account Management pull-down menu, select the
Provider Billing menu option. A sub-menu displays.

2. Select the Claim Entry sub-menu option. The Claim Entry (Service tab)
page displays.

/2] DDE Claim - Service - Microsoft Internet Explorer o ] |

|File Edit \iew Favorites Tools  Help

Back v = - @ cat | ‘Qsearch  [GFavorites  fMedia ®| Bt N= R Address
(‘E Claim Entry

Any User
Home Provider Account Management User Options Help  Log Off Site Map

Service [j Assistive Tech r Transportation I

Auth # * + Patient Acct.

Claim Detail

Detail Line El Code Units Charges Delete

1

Claim Total Charges $0.00 Enter Service Line
“resct [ Gack N CheckClaim | Submit |
Yer: 1.0 Copyright (c) 2004 Missouri Department of Elementary and Secondary Education Privacy Terms
|&] Done E Local intranet o

3. Enter an Auth # and press the Enter key on your keyboard. If necessary,
you can click the Search Authorizations button to perform a search.

4. Click Enter Service Line. The Claim - Service Line Iltem Information page
displays.
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; Claim - 5ervice Line Item Information - Microsoft Internet Explorer provided by Covansys

"_Iyl Mo Authorization found. Please Try Again. ‘

Service Line Service Date #* (‘“} Unik Conversion

[ Second Service For the Same Date [ 1 Unit = 15 Minutes
Elcode # [ -] CPT #
Units #* ) Charges ¢ #*

“Reset | Add to Claim
Select CPT

Enter the Service Date.

If applicable, select the Second Service for the Same Date check box.
Enter the CPT code for the service line.

Enter the Units. 1 unit equals 15 minutes of service time.

Enter the Charges $.

10.In the Select CPT table, select a CPT to insert for the service line as
necessary.

11.Click Add to Claim.

© © N o »
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How Do | Enter an Assistive Tech Line to a Claim
Usethis exercise to enter an Assistive Tech lineitem to aclaim.

Complete the following steps to finish this exercise:

1. Onthe Provider Account Management pull-down menu, select the
Provider Billing menu option. A sub-menu displays.

2. Select the Claim Entry sub-menu option. The Claim Entry (Service tab)
page displays.

/2] DDE Claim - Service - Microsoft Internet Explorer o ] |

|File Edit \iew Favorites Tools  Help

Back v = - @ cat | ‘Qsearch  [GFavorites  fMedia ®| Bt N= R Address
(‘E Claim Entry

Any User
Home Provider Account Management User Options Help  Log Off Site Map

Service [j Assistive Tech r Transportation I

Auth # * + Patient Acct.

Claim Detail

Detail Line El Code Units Charges Delete

1

Claim Total Charges $0.00
“reset N Back | [ Submit_|
Yer: 1.0 Copyright (c) 2004 Missouri Department of Elementary and Secondary Education Privacy Terms 5
e
|&] Done [ [ [ &8 ocalintranet o
3. Click the Assistive Tech tab. The Claim Entry (Assistive Tech tab) page
displays.
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/) DDEClaim - Assistive Tech - Microsoft Internet Explorer

File Edit ‘iew Favorites Tools Help

iBack + = - G v | @search [EFavorites GFMedia ¢4 | EN- S5 - kil
& Claim Entry

Any User
Home Provider Account Management User Options Help  Log Off

Service [ Assistive Tech t Transportation [

Auth # * - Patient Acct.

Claim Detail

Detail

Claim Total Charges $0.00 Enter Assistive Tech Line
“Reset [ Back [ Check Claim [ Submit

Privacy Terms g

Copyright {c} 2004 Missouri Department of Elementary and Secondary Education

W ||
|@ Menu ready for use l_ l_ l_ E Local inkranet v

4. Enter an Auth # and press the Enter key on your keyboard. If necessary,
you can click the Search Authorizations button to perform a search.

5. Click Enter Assistive Tech Line. The Claim - Assistive Tech Line ltem
Information page displays.

; Claim - Aszsistive Tech Line ltem Information - Microsoft Intemnet Explorer provide... B[S |

ty Mo Authorization found. Please Try Again.

AT Line Purchase Date #* G Lnit Conversion —
HCPCS Code il - I ’V 1 Unit = 1 Ikem
Units #* Total Charges § #*

—Reset | Add to Claim

Enter the Purchase Date.

Select the HCPCS Code for the Assistive Tech line.
Enter the Units. 1 unit equals 1 item.

. Enter the Total Charges $.

10.Click Add to Claim.

© © N o
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How Do | Enter a Transportation Line to a Claim
Use this exercise to enter atransportation line item to aclaim.

Complete the following steps to finish this exercise:

1. Onthe Provider Account Management pull-down menu, select the
Provider Billing menu option. A sub-menu displays.

2. Select the Claim Entry sub-menu option. The Claim Entry (Service tab)
page displays.

/2] DDE Claim - Service - Microsoft Internet Explorer o ] |

|File Edit \iew Favorites Tools  Help

Back v = - @ cat | ‘Qsearch  [GFavorites  fMedia ®| Bt N= R Address
(‘E Claim Entry

Any User
Home Provider Account Management User Options Help  Log Off Site Map

Service [j Assistive Tech r Transportation I

Auth # * + Patient Acct.

Detail Line El Code Units Charges Delete

1

Claim Total Charges $0.00 Enter Service Line
“resct [ Gack N CheckClaim | Submit |
Yer: 1.0 Copyright (c) 2004 Missouri Department of Elementary and Secondary Education Privacy Terms

e S
|&] Done [ [ [ &8 ocalintranet o

3. Click the Transportation tab. The Claim Entry (Transportation tab) page
displays.
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2} DDEClaim - Transportation - Microsoft Internet Explorer = 1ol x|
| File Edit View Favorites Tools Help

GBack ~ = - ) 3} | @hsearch [ifFavorites Smeda (9 | By & & - ko Addrass

&« Claim Entry
Any User

Home Provider Account Management User Options Help  Log Off Site Map
Service [ Assistive Tech | Transportation l

Auth# *® | * Patient Acct.

Claim Detail

Detail Line El Code Units Charges Delete

1

Claim Total Charges $0.00 Enter Transportation Line
Reset ] rock T Check com

¥Yer: 1.0 Copyright {c} 2004 Missouri Department of Elementary and Secondary Education Privacy Terms
|

. o
|@ Menu ready For use l_l_ l_ E Local inkranet %

4. Enter an Auth # and press the Enter key on your keyboard. If necessary,
you can click the Search Authorizations button to perform a search.

5. Click Enter Transportation Line. The Claim - Transportation Line ltem
Information page displays.

im - Transportation Line Item Information - Microsoft Intemet Explorer provided by Covansys

ﬁv) Mo Authorization found. Please Try Again. ‘

Transportation Line Travel Date # <'°> Linit Conversion
[~ Second Transportation Service For the Same Date ’V 1 Unit =1 Mile or 1 Trip

EI Code # [= PT *
Units #* Charges § #*

“Reset
Select CPT
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6. Enter the Service Date.

7. If applicable, select the Second Service for the Same Date check box.
8. Enter the CPT code for the transportation line.

9. Enter the Units. 1 unit equals 1 mile or 1 trip.

10.Enter the Charges $.

11.In the Select CPT table, select a CPT to insert for the transportation line
as necessary.

12.Click Add to Claim.



How Do | Search for a Claim

Use this exercise to search for aclaim that currently exists within the database.

Complete the following steps to finish this exercise:

1. On the Provider Account Management pull-down menu, select the

Provider Billing menu option. A sub-menu displays.

2. Select the Search sub-menu option. A sub-menu displays.

Claims

3. Select the Claims sub-menu option. The Search Claims page displays.

Any User

- Claimn #

¢ | Claim #

Home Provider Account Management User Options Help  Log Off

- Authorization

HBack » = - @ 3 | @Search |Gl Favorites @Media @ | I%- == o
(‘E Search Claims

Authorization #

- Provider Account

¢ | Provider Acct

- Child 1d

- | childid

- Payment Reference Number
Check Number

- Provider Mame

Last Mame
First Name
- Child Name
Last Mame
First Name
- Date Range
Type ISubmitted Date 'l
Start Date &
End Date &

Copyright {c} 2004 Missouri Department of Elementary and Secondary Education

|@ Menu ready for use

Privacy Terms

7
[ [ | [EELocalintranet y

4. Select the appropriate radio button and enter filter criteria in the following
fields as necessary to perform a search:

e Claim#

e Authorization #
e Provider Acct

e Last Name (Provider)
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First Name (Provider)
o Child Id

e Last Name (Child)

e First Name (Child)

e Check Number

e Type
« Start Date
e End Date

5. Click Search to perform a search based on the filter criteria entered.

80



Claims

How Do | Print a List of Claims
Use this exercise to display a printer-friendly list of claims that can be printed on your
printer.
Complete the following steps to finish this exercise:
1. Onthe Provider Account Management pull-down menu, select the
Provider Billing menu option. A sub-menu displays.
2. Select the Search sub-menu option. A sub-menu displays.
3. Select the Claims sub-menu option. The Search Claims page displays.

arch Claim - Microsoft Internet Explorer

|Fi|e Edit  Wiew Favorites Tools  Help

Back » = - at | Qizearch [lFaverites §lMeda (4| BN S A - &
rE Search Claims

Any User
Home Provider Account Management User Options Help  Log Off

- Claim # ~ Authorization
¢ | Claim # (| Authorization #
- Provider Account - Provider Mame
¢ | Provider Acct r Last Name
First Mame
~ Child Id - Child Name
¢ | Child 1d - Last Mame
First Name
~ Payment Reference Number ——————— ~ Date Range
Checighimbics Type [Submitted Date =]
e | start Date 7
End Date ]

Copyright (c) 2004 Missouri Department of Elementary and Secondary Education Privacy Terms

|@ Menu ready for use ’_ ’_ ’_ (G Lacal intranet A

4. Select the appropriate radio button and enter filter criteria in the following
fields as necessary to perform a search:

e Claim#
o Authorization #
e« Provider Acct
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o Last Name (Provider)
o First Name (Provider)
« Child Id

o Last Name (Child)

e First Name (Child)

e Check Number

e Type
« Start Date
e End Date

5. Click Search to perform a search based on the filter criteria entered. The
Claim List page displays.

& A Claim that matches wour search criteria could not be located. Please adjust vour search criteria and search again.

"Claim List

6. Click Print. A page containing a printer-friendly list of claims is displayed.
Use your browser's print function to print the page as necessary. <Note:
Depending on your browser, the steps required to print a web page may
differ. Please refer to your browser's online help system for the printing
options that are specific to your browser.
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How Do | View the Details of a Claim from the Claim List
Use this exercise to display detailed information about a claim from the Claim List page.
Complete the following steps to finish this exercise:
1. Onthe Provider Account Management pull-down menu, select the
Provider Billing menu option. A sub-menu displays.
2. Select the Search sub-menu option. A sub-menu displays.
3. Select the Claims sub-menu option. The Search Claims page displays.

Edit Wiew Favorites Tools  Help

Back » = - @) i} | @search (GaFavorites hMeda (4| BN S A - ¥
rE Search Claims

Any User
Home Provider Account Management User Options Help  Log Off

- Claim # ~ Authorization
¢ | Claim # (| Authorization #
- Provider Account - Provider Mame
¢ | Provider Acct r Last Name
First Mame
~ Child Id - Child Name
¢ | Child 1d - Last Mame
First Name
~ Payment Reference Number ——————— ~ Date Range
Checighimbics Type [Submitted Date =]
e | start Date 7
End Date ]

Copyright (c) 2004 Missouri Department of Elementary and Secondary Education Privacy Terms

|@ Menu ready for use ’_ ’_ ’_ (G Lacal intranet A

4. Select the appropriate radio button and enter filter criteria in the following
fields as necessary to perform a search:

e Claim#

e Authorization #

« Provider Acct

e Last Name (Provider)

83



Missouri First Steps Reference Manud

« First Name (Provider)
o Child Id

e Last Name (Child)

e First Name (Child)

e Check Number

e Type
« Start Date
e End Date

5. Click Search to perform a search based on the filter criteria entered. The
Claim List page displays.

/2§ ClaimList - Microsoft Internet Explorer

Edit Wiew Favorites  Tools  Help

$Back ~ = - 2 2} | @search [GFavorites Fhveda (B | B S S - 15 ¥
FE Claim List

Any User
Home Provider Account Management User Options Help  Log Off

Claim List
A claim# Child Name Child Id DOB Amount Billed Submitted Provider
Date
: any Child Last
) distory [A] g9g999.9.93 Name, Any First 999999998 4/21/2019 $465.00 11jafz0pz TG
Marme
i
“print|

Copyright {c} 2004 Missouri Department of Elementary and Secondary Education Privacy Terms

|@ Done ’_ ’_ ’_ (2R Lacal intranet s

6. Click the Detail icon next to a specific claim in the Claim List table. The
Claim Detail page displays.



Microsoft Internet Explorer

|File Edit View Favorites Tools Help

Back - = - &) &t | Qsearch [igFavortes meda (% | B & A - kG
K‘E Claim Detail

Any User
Home Provider Account Management User Options Help  Log Off

Claim # 11111111 Patient Acct.

Auth # A999399929-0 Submitted Date 11/04f2002
Total Amount Billed $465.00 Adjustment Reason Mone
Status Paid

Claim Line Detail

A Date El Code CPT Amount | Disallowed Reason | Previously | Net
Line Billed Paid

1 10f3z002 8013 92507 4 $52.00 $0.00 40,00 None $0.00  $52.00
2 10f8)2002 8013 97507 4 $52.00 40,00 40,00 None $0.00 452,00
3 10/10/2002 8013 92507 4 $52.00 40,00 40,00 Mone $0,00 452,00
4 10{15/2002 8013 92507 4 $52.00 $0.00 $0,00 Mane $0,00 452,00
5 10/17/2002 8013 97507 4 $52.00 $0.00 40,00 Mone $0,00 452,00
& 10/22/2002 8013 97507 4 $52.00 40,00 40,00 None $0.00  $52.00
7 10/24/2002 8013 92507 4 $52.00 40,00 40,00 None $0.00  $52.00
8 10/28/2002 8013 97507 4 $52.00 40,00 40,00 None $0.00  $52.00
9 10/29/2002 8013 97507 4 $52.00 4$0.00 40,00 None $0.00  $52.00

Privacy Terms

Copyright {c) 2004 Missouri Department of Elementary and Secondary Education

|@ Menu ready For use l_l_l_ "‘ & Local inkranet 4
7. View the claim's detail information.
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How Do | Print the Details of a Claim
Use this exercise to display a printer-friendly page that contains detailed clam
information which can be printed on your printer.
Complete the following steps to finish this exercise:
1. Onthe Provider Account Management pull-down menu, select the
Provider Billing menu option. A sub-menu displays.
2. Select the Search sub-menu option. A sub-menu displays.
3. Select the Claims sub-menu option. The Search Claims page displays.

arch Claim - Microsoft Internet Explorer

|Fi|e Edit  Wiew Favorites Tools  Help

Back » = - at | Qizearch [lFaverites §lMeda (4| BN S A - &
HE Search Claims

Any User
Home Provider Account Management User Options Help  Log Off

- Claim # ~ Authorization
¢ | Claim # (| Authorization #
- Provider Account - Provider Mame
¢ | Provider Acct r Last Name
First Mame
~ Child Id - Child Name
¢ | Child 1d - Last Mame
First Name
~ Payment Reference Number ——————— ~ Date Range
Checighimbics Type [Submitted Date =]
e | start Date 7
End Date ]

Copyright (c) 2004 Missouri Department of Elementary and Secondary Education Privacy Terms

|@ Menu ready for use ’_ ’_ ’_ (G Lacal intranet A

4. Select the appropriate radio button and enter filter criteria in the following
fields as necessary to perform a search:

e Claim#
o Authorization #
e« Provider Acct
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o Last Name (Provider)
o First Name (Provider)
« Child Id

o Last Name (Child)

e First Name (Child)

e Check Number

e Type
« Start Date
e End Date

5. Click Search to perform a search based on the filter criteria entered. The
Claim List page displays.

=} ClaimList - Microsoft Internet Explorer

|Fi|e Edit  Wiew Favorites Tools  Help

~Back » = - @ ot | @Search [Ge] Favorites @Media @ | I%- = N E ko

Home Provider Account Management User Options Help  Log Off

Claim Tist
A Claim # Child Name Child Id Amount Billed Submitted Provider
Date
Any Child Last
/0 History [A]  ggg99.0.99 Name, Any First 999999099 4/21/2013 $465.00 Lijayznps EelEEy
Tame
i
S

Copyright (c) 2004 Missouri Department of Elementary and Secondary Education Privacy Terms

a
|&] Dore l_ l_ l_ E Lacal intranet 4

6. Click the Detail icon next to a specific claim in the Claim List table. The
Claim Detail page displays.
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/Z§ ClaimDetail - Microsoft Internet Explorer

|File Edit View Favorites Tools Help

Back - = - &) &t | Qsearch [igFavortes meda (% | B & A - kG
K‘E Claim Detail

Any User
Home Provider Account Management User Options Help  Log Off

Claim # 11111111 Patient Acct.

Auth # A999399929-0 Submitted Date 11/04f2002
Total Amount Billed $465.00 Adjustment Reason Mone
Status Paid

Claim Line Detail

A Date El Code CPT Amount | Disallowed Reason | Previously | Net
Line Billed Paid

1 10f3z002 8013 92507 4 $52.00 $0.00 40,00 None $0.00  $52.00
2 10f8)2002 8013 97507 4 $52.00 40,00 40,00 None $0.00 452,00
3 10/10/2002 8013 92507 4 $52.00 40,00 40,00 Mone $0,00 452,00
4 10{15/2002 8013 92507 4 $52.00 $0.00 $0,00 Mane $0,00 452,00
5 10/17/2002 8013 97507 4 $52.00 $0.00 40,00 Mone $0,00 452,00
& 10/22/2002 8013 97507 4 $52.00 40,00 40,00 None $0.00  $52.00
7 10/24/2002 8013 92507 4 $52.00 40,00 40,00 None $0.00  $52.00
8 10/28/2002 8013 97507 4 $52.00 40,00 40,00 None $0.00  $52.00
9 10/29/2002 8013 97507 4 $52.00 4$0.00 40,00 None $0.00  $52.00

Copyright {c) 2004 Missouri Department of Elementary and Secondary Education

|@ Menu ready For use l_l_l_ E Local intranet 4

7. Click Print. A page containing a printer-friendly list of claims is displayed.
Use your browser's print function to print the page as necessary.

Privacy Terms

€Note: Depending on your browser, the steps required to print a web page may differ.
Please refer to your browser's online help system for the printing options that are specific
to your browser.
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How Do | View the Details of an Authorization from the Claim
List
Use this exercise to display detailed information about an authorization from the Claim
List page.
Complete the following steps to finish this exercise:

1. On the Provider Account Management pull-down menu, select the

Provider Billing menu option. A sub-menu displays.
2. Select the Search sub-menu option. A sub-menu displays.
3. Select the Claims sub-menu option. The Search Claims page displays.

Home Provider Account Management User Options Help  Log Off

- Claimn # - Authorization
¢ | Claim # ¢~ | Authorization #
- Provider Account - Provider Name
¢ | Provider Acct o | [ eED
First Name
- Child 1d - Child Name
¢ | Child1d | LastName
First Name
- Payment Reference Number - Date Range
Checlciumber Type [Subritted Date =]
® Start Date &
End Date &

Copyright {c} 2004 Missouri Department of Elementary and Secondary Education Privacy Terms

7
[ [ | [EELocalintranet y

4. Select the appropriate radio button and enter filter criteria in the following
fields as necessary to perform a search:

e Claim#
e Authorization #

|@ Menu ready for use

e Provider Acct
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o Last Name (Provider)
o First Name (Provider)
« Child Id

o Last Name (Child)

e First Name (Child)

e Check Number

e Type
« Start Date
e End Date

5. Click Search to perform a search based on the filter criteria entered. The
Claim List page displays.

=} ClaimList - Microsoft Internet Explorer

|Fi|e Edit  Wiew Favorites Tools  Help

~Back » = - @ ot | @Search [Ge] Favorites @Media @ | I%- = N E ko

Home Provider Account Management User Options Help  Log Off

Claim Tist
A Claim # Child Name Child Id Amount Billed Submitted Provider
Date
Any Child Last
/0 History [A]  ggg99.0.99 Name, Any First 999999099 4/21/2013 $465.00 Lijayznps EelEEy
Tame
i
S

Copyright (c) 2004 Missouri Department of Elementary and Secondary Education Privacy Terms

a
|&] Dore l_ l_ l_ E Lacal intranet 4

6. Click the Auth icon next to a specific claim in the Claim List table. The
Authorization Detail page displays.
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|File Edit View Favorites Tools Help

Back - = - &) &t | Qsearch [igFavortes meda (% | B & A - kG
K‘E Claim Detail

Any User
Home Provider Account Management User Options Help  Log Off

Claim # 11111111 Patient Acct.

Auth # A999399929-0 Submitted Date 11/04f2002
Total Amount Billed $465.00 Adjustment Reason Mone
Status Paid

Claim Line Detail

A Date El Code CPT Amount | Disallowed Reason | Previously | Net
Line Billed Paid

1 10f3z002 8013 92507 4 $52.00 $0.00 40,00 None $0.00  $52.00
2 10f8)2002 8013 97507 4 $52.00 40,00 40,00 None $0.00 452,00
3 10/10/2002 8013 92507 4 $52.00 40,00 40,00 Mone $0,00 452,00
4 10{15/2002 8013 92507 4 $52.00 $0.00 $0,00 Mane $0,00 452,00
5 10/17/2002 8013 97507 4 $52.00 $0.00 40,00 Mone $0,00 452,00
& 10/22/2002 8013 97507 4 $52.00 40,00 40,00 None $0.00  $52.00
7 10/24/2002 8013 92507 4 $52.00 40,00 40,00 None $0.00  $52.00
8 10/28/2002 8013 97507 4 $52.00 40,00 40,00 None $0.00  $52.00
9 10/29/2002 8013 97507 4 $52.00 4$0.00 40,00 None $0.00  $52.00

Privacy Terms

Copyright {c) 2004 Missouri Department of Elementary and Secondary Education

|@ Menu ready For use l_l_l_ "‘ & Local inkranet 4
7. View the authorization's detail information.
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How Do | View the History of a Claim
Use this exercise to display a complete history of aclaim.

Complete the following steps to finish this exercise:

1. On the Provider Account Management pull-down menu, select the
Provider Billing menu option. A sub-menu displays.
2. Select the Search sub-menu option. A sub-menu displays.

3. Select the Claims sub-menu option. The Search Claims page displays.

HBack » = - @ 3 | @Search |Gl Favorites @Media @ | I%- == o
(‘E Search Claims

Any User
Home Provider Account Management User Options Help  Log Off
- Claimn # - Authorization
¢ | Claim # ¢~ | Authorization #
- Provider Account - Provider Hame
¢~ | Provider Acct e Last Name
First Name
_chidd ~ iZhild Name
- child 1d - Last Mame
First Name
- Payment Reference Numbeyr ———— - Date Range
Check Number Type I Submitted Date 'l
® " | Start Date &
End Date &

Copyright {c} 2004 Missouri Department of Elementary and Secondary Education Privacy Terms

-
|@ Menu ready for use l_ l_ l_ E Lacal intranet 4

4. Select the appropriate radio button and enter filter criteria in the following
fields as necessary to perform a search:

e Claim#
e Authorization #

e Provider Acct
e Last Name (Provider)
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« First Name (Provider)
o Child Id

e Last Name (Child)

e First Name (Child)

e Check Number

e Type
« Start Date
e End Date

5. Click Search to perform a search based on the filter criteria entered. The
Claim List page displays.

/2§ ClaimList - Microsoft Internet Explorer

Edit Wiew Favorites  Tools  Help

$Back ~ = - 2 2} | @search [GFavorites Fhveda (B | B S S - 15 ¥
FE Claim List

Any User
Home Provider Account Management User Options Help  Log Off

Claim List
A claim# Child Name Child Id DOB Amount Billed Submitted Provider
Date
: any Child Last
) distory [A] g9g999.9.93 Name, Any First 999999998 4/21/2019 $465.00 11jafz0pz TG
Marme
i
“print|

Copyright {c} 2004 Missouri Department of Elementary and Secondary Education Privacy Terms

|@ Done ’_ ’_ ’_ (2R Lacal intranet s

6. Click the History icon next to a specific claim in the Claim List table. The
Claim History List page displays.
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ClaimList - Microsoft Internet Explorer

|Fi|e Edit Wiew Favorites Tools  Help

Back v = - 2[4 4 | £ search
E Claim History

Any User
Home Provider Account Management User Options Help  Log Off

[FFavortes  &liMedia % | B-&S -

Wm Child Hame Child Id - Amount Billed v U)dated

Any Child Last Name,

iadEa Any First Mame

soogassag 4212019 $468,00 11/08/2002 1182002

Copyright {c) 2004 Missouri Department of Elementary and Secondary Education Privacy Terms

@ Menu ready For use ’_ l_l_ (EE Local intranet 4

7. View the claim's historical information.
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How Do | View the Details of a Claim from the Claim History List
Use this exercise to display detailed information about a claim from the Claim History
List page.
Complete the following steps to finish this exercise:

1. Onthe Provider Account Management pull-down menu, select the

Provider Billing menu option. A sub-menu displays.
2. Select the Search sub-menu option. A sub-menu displays.
3. Select the Claims sub-menu option. The Search Claims page displays.

arch Claim - Microsoft Internet Explorer

|Fi|e Edit  Wiew Favorites Tools  Help

Back » = - at | Qizearch [lFaverites §lMeda (4| BN S A - &
rE Search Claims

Any User
Home Provider Account Management User Options Help  Log Off

- Claim # ~ Authorization
¢ | Claim # (| Authorization #
- Provider Account - Provider Mame
¢ | Provider Acct r Last Name
First Mame
~ Child Id - Child Name
¢ | Child 1d - Last Mame
First Name
~ Payment Reference Number ——————— ~ Date Range
Checighimbics Type [Submitted Date =]
e | start Date 7
End Date ]

Copyright (c) 2004 Missouri Department of Elementary and Secondary Education Privacy Terms

|@ Menu ready for use ’_ ’_ ’_ (G Lacal intranet A

4. Select the appropriate radio button and enter filter criteria in the following
fields as necessary to perform a search:

e Claim#
o Authorization #
e« Provider Acct
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o Last Name (Provider)
o First Name (Provider)
« Child Id

o Last Name (Child)

e First Name (Child)

e Check Number

e Type
« Start Date
e End Date

5. Click Search to perform a search based on the filter criteria entered. The
Claim List page displays.

=} ClaimList - Microsoft Internet Explorer

|Fi|e Edit  Wiew Favorites Tools  Help

~Back » = - @ ot | @Search [Ge] Favorites @Media @ | I%- = N E ko

Home Provider Account Management User Options Help  Log Off

Claim Tist
A Claim # Child Name Child Id Amount Billed Submitted Provider
Date
Any Child Last
/0 History [A]  ggg99.0.99 Name, Any First 999999099 4/21/2013 $465.00 Lijayznps EelEEy
Tame
i
S

Copyright (c) 2004 Missouri Department of Elementary and Secondary Education Privacy Terms

a
|&] Dore l_ l_ l_ E Lacal intranet 4

6. Click the History icon next to a specific claim in the Claim List table. The
Claim History List page displays.
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imList - Microsoft Internet Explorer

|Fi|e Edit Wiew Favorites Tools  Help

Back v = - ) ot | £ search
(‘2 Claim History

[FFavortes  &liMedia % | B-&S -

Any User
Home Provider Account Management User Options Help  Log Off

Wm Child Hame Child Id - Amount Billed ¥ updated aitl Date
Date

99995-9-99 ﬁg: E:SEII'G:?:eNamEJ qononggog HE1f2019 $468,00 11/08{2002 1182002

Copyright {c) 2004 Missouri Department of Elementary and Secondary Education Privacy Terms

@ Menu ready For use ’_ l_l_ (EE Local intranet 4

7. Click the Detail icon next to a specific claim in the Claim History List
table. The Claim Detail page displays.
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Microsoft Internet Explorer

|File Edit View Favorites Tools Help

Back - = - &) &t | Qsearch [igFavortes meda (% | B & A - kG
K‘E Claim Detail

Any User

Home Provider Account Management User Options Help  Log Off

Claim # 11111111 Patient Acct.

Auth # A999399929-0 Submitted Date 11/04f2002
Total Amount Billed $465.00 Adjustment Reason Mone
Status Paid

Claim Line Detail

A Date El Code CPT Amount | Disallowed Reason | Previously | Net
Line Billed Paid

1 10f3z002 8013 92507 4 $52.00 $0.00 40,00 None $0.00  $52.00
2 10f8)2002 8013 97507 4 $52.00 40,00 40,00 None $0.00 452,00
3 10/10/2002 8013 92507 4 $52.00 40,00 40,00 Mone $0,00 452,00
4 10{15/2002 8013 92507 4 $52.00 $0.00 $0,00 Mane $0,00 452,00
5 10/17/2002 8013 97507 4 $52.00 $0.00 40,00 Mone $0,00 452,00
& 10/22/2002 8013 97507 4 $52.00 40,00 40,00 None $0.00  $52.00
7 10/24/2002 8013 92507 4 $52.00 40,00 40,00 None $0.00  $52.00
8 10/28/2002 8013 97507 4 $52.00 40,00 40,00 None $0.00  $52.00
9 10/29/2002 8013 97507 4 $52.00 4$0.00 40,00 None $0.00  $52.00

[ Back |

Copyright {c) 2004 Missouri Department of Elementary and Secondary Education

|@ Menu ready For use l_l_l_ "‘ & Local inkranet 4
8. View the claim's detail information.

Privacy Terms
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Claims

How Do | View the Details of an Authorization from the Claim
History List

Use this exercise to display detailed information about an authorization from the Claim
History List page.
Complete the following steps to finish this exercise:
1. On the Provider Account Management pull-down menu, select the
Provider Billing menu option. A sub-menu displays.
2. Select the Search sub-menu option. A sub-menu displays.
3. Select the Claims sub-menu option. The Search Claims page displays.

Home Provider Account Management User Options Help  Log Off

- Claimn # - Authorization

¢ | Claim # ¢~ | Authorization #

- Provider Mame

- Provider Account

¢ | Provider Acct o | [ eED
First Name

- Child 1d - Child Mame
¢ | Child1d | LastName
First Name

- Payment Reference Number - Date Range
Check Number Type Im
® Start Date &
End Date &
| Back J"Search |

Copyright {c} 2004 Missouri Department of Elementary and Secondary Education

Privacy Terms

7
[ [ | [EELocalintranet y

4. Select the appropriate radio button and enter filter criteria in the following
fields as necessary to perform a search:

e Claim#
e Authorization #

|@ Menu ready for use

e Provider Acct
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o Last Name (Provider)
o First Name (Provider)
« Child Id

o Last Name (Child)

e First Name (Child)

e Check Number

e Type
« Start Date
e End Date

5. Click Search to perform a search based on the filter criteria entered. The
Claim List page displays.

=} ClaimList - Microsoft Internet Explorer

|Fi|e Edit  Wiew Favorites Tools  Help

~Back » = - @ ot | @Search [Ge] Favorites @Media @ | I%- = N E ko

Home Provider Account Management User Options Help  Log Off

Claim Tist
A Claim # Child Name Child Id Amount Billed Submitted Provider
Date
Any Child Last
/0 History [A]  ggg99.0.99 Name, Any First 999999099 4/21/2013 $465.00 Lijayznps EelEEy
Tame
i
S

Copyright (c) 2004 Missouri Department of Elementary and Secondary Education Privacy Terms

a
|&] Dore l_ l_ l_ E Lacal intranet 4

6. Click the History icon next to a specific claim in the Claim List table. The
Claim History List page displays.
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icrosoft Internet Explorer

Wigw  Favorites  Tools  Help

GiBack » = - @ ot | @Search (3] Favorites @Media @ | %* = M= R
(‘2 Claim History

Any User
Home Provider Account Management User Options Help  Log Off

Wm Child Hame Child Id - Amount Billed ¥ updated
Date

99995-9-99 ﬁg: E:SEII'G:?:eNamEJ qononggog HE1f2019 $468,00 11/08{2002 1182002

Privacy Terms

Copyright {c) 2004 Missouri Department of Elementary and Secondary Education

@ Menu ready For use ’_ l_l_ (EE Local intranet 4

7. Click the Auth icon next to a specific claim in the Claim History List
table. The Authorization Detail page displays.
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Authorization Detai crosoft Internet Explorer N L |E||5|

|Fi|e Edit  Wiew Favorites Tools  Help

k- - QE O | il Search  GFavorites  iMedia o4 | = = R
(‘E Authorization Detail

Any User
Home Provider Account Management User Options Help Log Off Site Map
Authorization Number 4939999999-9 Authorization Status Active
Service Type Speech Language Pathology  Dates 10/03/2002 To 042002005
Authorization Type Service Eff. Cancel Date
Acck 111111111 -0000 Provider LastMarnel, Firstharme1
Print Date 10/17 /2002 Reprint Date

Authorization Line

2 (=11

8013 Direct Child Service-Home Week CPT

1

m Request Reprint w List Clainn Claim Enkry m

Yer: 1.0
@ Menu ready For use

8. View the authorization's detail information.
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HIPAA Files

How Do | View and Download HIPAA Inbox Files
Use this exercise to view and download outbound HIPAA files, such as: an 835-
Remittance Advice, a 277-Claim Status Response, and/or 278-Authorization Files.
Complete the following steps to finish this exercise:
1. Onthe Provider Account Management pull-down menu, select the
Provider Billing menu option. A sub-menu displays.

2. Select the E-Files sub-menu option. The HIPAA Files - Inbox page
displays.

“ Hipaa Inbox - Microsoft Internet Explorer _ o) x|

File. Edit Yiew Favorites Tools  Help |
Address I@ http:fflocalhost [ETwWeb /U Provider/Hipaalnbox, aspx j @Go
(Special Offert)[Seerch.._[Q)[skina]web[ ] €5 weather]

misSonrT
first Steps ™

gon,/Provider Name - Payee Name

Home Provider . Security Logout  Help

@ Mo Records were Found For vour Id,

& View All Files  View Files from last & months |

HIPAA Inbox Files

Type Description Date Mode
Posted

837 12353545kxt Ext TestClaim 12/10{2003 Test
37 12458550kt TestClaim 12/15/2003 Test
837 12777 45Ext Ext TestClaim 12/20/2003 Live
837 12475kt bk TestClaim 12/20/2003 Live
837 1245kt Ext TestClaim 12/14/2003 Live
1

@ Menu ready For use l_l_l_
3. View the list of HIPAA Inbox Files in the table.

4. To download a specific file, click the File Name link to download a HIPAA
Inbox File to your local machine.
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How Do | View, Download, and Upload HIPAA Outbox Files

Use this exercise to view, download, and upload inbound HIPAA files, such as: 837-E-
Claims and/or 276-Claim Status Requests.

Complete the following steps to finish this exercise:

104

1.

On the Provider Account Management pull-down menu, select the
Provider Billing menu option. A sub-menu displays.

Select the E-Files sub-menu option. The HIPAA Files - Inbox page
displays.

“ Hipaa Inbox - Microsoft Internet Explorer _ o) x|

File. Edit Yiew Favorites Tools  Help |
Address I@ http:/flocalhost [ETWeb/UIProvider/Hipaalnbox, aspx j @GU

837 12353545kxt Ext TestClaim 12/10{2003 Test
37 12458550kt TestClaim 12/15/2003 Test
837 12777 45Ext Ext TestClaim 12/20/2003 Live
837 12475kt bk TestClaim 12/20/2003 Live
837 1245kt Ext TestClaim 12/14/2003 Live
1
d
@ Menu ready for use g" Local inkranek 4

Logon/Provider Name - Payee Name

|Searc:h... |&l Skinleelel ) Weaﬂmrl
missowT N

'=HIPAA Files first Sigps =

Home Provider . Security Logout  Help

@ Mo Records were Found For vour Id,

& View All Files  View Files from last & months |

HIPAA Inbox Files

Description Date
Posted

3. Click the Outbox tab. The HIPAA Files - Outbox page displays.




Claims

 Hippa Outbox - Microsoft Internet Explorer ] 5
File Edit View Favorites Tools Help |
Address I@ http: flocalhost [Elweb UL/ Provider Hipaa, aspx j @GU

Speci 11| [Search.. [2](Steins [wreb [ S3)[{E Weather|

Logon/Provider Name - Payee Name

Home Provider . Security Logout  Help

'. m .' Dutbox

@J Mo Records were Found For your Id,

i Wiew All Files ( View Files from last & months |

HIPAA Outbox Files

Type Description Date Mode ]—_
Recenved
@_ @ 9 837 1233345kt bk TestClaim 12/10f2003 Test
Q 37 1245565k, Ext TestClaim 12/15/2003 Test
@ @ Vi 537 1277745kxt bk TestClaim 122002003 Live
@ @ @ 537 12475kxk. bk TestClaim 122002003 Live
Q 837 1245kt bk TestClaim 12/14/2003  Live F
Upload A File
@Menu ready for use 2 ink :

View the list of HIPAA Outbox Files in the table.

5. To download a specific file, click the File Name link to download a HIPAA
Outbox File to your local machine.

6. To upload a file, click Upload A File. The Upload A File page displays.
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; Upload A File - Microsoft Internet Explorer

To upload a file, specify the file location and description and press the Upload File
button, Click on the Close button to close this window and refresh the File lisk,

Select File to Upload

File Type *  [837:E-Claims -

File Location # Browse. ..

Description

Upload File

Moke: Spacebar on the Browse butkon will ackivate Choose File Dialog,

Select the File Type.

Enter or select the File Location. You can click Browse to search for the
location of the file as necessary.

9. Enter the file Description.

10.Click Upload File. A message displays indicating that the file was
uploaded successfully.

ﬁa_f/' File Uploaded Successfully.

11.Upload additional files as necessary, or click Close to return to the HIPAA
Files - Outbox page.
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crosoft Internet Explorer

File Edit View Favorites Tools Help

Address I@ http: fflocalhost ETweb U Provider/Hipaa, aspx

ler Name - Payee Name
Home Provider . Security Logout  Help

[ nbox || Duthox

Special Offer!

@) Mo Records were Found For your Id,

i Wiew All Files ( View Files from last & months

HIPAA Outbox Files

@ Q 837 125335345Ext. Ext

837 1245885k xk. bxt
© Vi 837 LZFF745ak bt
[ &« = 12475txt.txt

837 1245kt Ext

il il S
©
(4
v
X

Date Mode |

Description -

TestClaim
TestClaim
TestClaim
TestClaim

TestClaim

Recenved
12/10/2003 Test

12/15/2003 Test
12/20/2003  Live

12/20/2003  Live

12/14/2003  Live F

Upload A File

@ Menu ready for use
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Authorizations

How Do | Search for an Authorization
Use this exercise to search for an authorization that currently exists within the database.
Complete the following steps to finish this exercise:
1. On the Provider Account Management pull-down menu, select the
Provider Billing menu option. A sub-menu displays.
Select the Search sub-menu option. A sub-menu displays.

Select the Authorizations sub-menu option. The Search Authorizations
page displays.

/3 Authorization Search - Microsoft Internet Explorer

|File Edit View Favorites Tools Help

Back - = - &) it | Qisearch [GelFavorites Gmedia O8 | By S A - kG
(‘E Search Authorizations

Any User
Home Provider Account Management User Options Help  Log Off

"Search Criteria
Tao perform a search select a search option, enter the search criteria and then select the Search butkon,
~ Child 1d - Child Name:
¢~ | Child 1d ¢~ | Last Name
First Mame
- Date Range
- Authorization Type I Start Date vl
¢~ | Authorization # ¢ | Start Date G
End Date o]

Copyright {c) 2004 Missouri Department of Elementary and Secondary Education Privacy Terms

[
|§| Menu ready For use l_l_l_ E Local intranet 4

4. Select the appropriate radio button and enter filter criteria in the following
fields as necessary to perform a search:

e Child Id
o Authorization #

o Last Name
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e First Name

e Type
« Start Date
e End Date

5. Click Search to perform a search based on the filter criteria entered.
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Authorizations

How Do | Print a List of Authorizations
Use this exercise to display a printer-friendly list of authorizations that can be printed on
your printer.
Complete the following steps to finish this exercise:
1. Onthe Provider Account Management pull-down menu, select the
Provider Billing menu option. A sub-menu displays.
Select the Search sub-menu option. A sub-menu displays.

Select the Authorizations sub-menu option. The Search Authorizations
page displays.

/2 Authorization Search - Microsoft Internet Explorer

|File Edit  Wiew Favorites Tools  Help

G2 Back ~ = ~ @ ﬁ | QSEarch [Ge] Favorites @Media ®| %v 5 @ - %
NE Search Authorizations

Any User
Home Provider Account Management User Options Help  Log Off

"Search Criteria

To perform a search select & search option, enter the search criteria and then select the Search button.

_chid 1d ~ Child Mame
¢~ | Child Id ¢~ | Last Name
First Name
~ Dake Range
- Authorization Type I Start Date Vl
¢~ | Authorization # | start Date )
End Date &

Copyright {c) 2004 Missouri Department of Elementary and Secondary Education Privacy Terms

|2:| Menu ready For use ’_ l_ ’_ Local intranst o

4. Select the appropriate radio button and enter filter criteria in the following
fields as necessary to perform a search:

« Child Id

e Authorization #
o Last Name

e First Name

o Type
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e Start Date
e End Date

5. Click Search to perform a search based on the filter criteria entered. The
Authorization List page displays.

/4§ Authorization List - Microsoft Internet Explorer

|Fi|e Edit  Miew Favoribes Tools  Help

EBack - = - 3 7ot | Qsearch [FiFavorites Ghmedia o4 | B S -
(‘E Authorization List

Any User
Home Provider Account Management User Options Help  Log Off

rch Filter

W Show Active Cnly

Start A Child Last Name | Child First Name Child DOB P
Date D

O A999998999-9  10/3/2002 4/20/2005 Any Chid LastMame Ay First Mame 290999898 4j21j2019  Active  Ctemel
1

Privacy Terms

Copyright {c} 2004 Missouri Department of Elementary and Secondary Education

|@ Menu ready For use l_ l_ l_ E Local inkranet %

6. Click Print. A page containing a printer-friendly list of claims is displayed.
Use your browser's print function to print the page as necessary.

€Note: Depending on your browser, the steps required to print a web page may differ.
Please refer to your browser's online help system for the printing options that are specific
to your browser.
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Authorizations

How Do | View the Details of an Authorization from the
Authorization List

Use this exercise to display detailed information about a claim from the Authorization
List page.
Complete the following steps to finish this exercise:
1. On the Provider Account Management pull-down menu, select the
Provider Billing menu option. A sub-menu displays.
Select the Search sub-menu option. A sub-menu displays.

Select the Authorizations sub-menu option. The Search Authorizations
page displays.

/3 Authorization Search - Microsoft Internet Explorer

|File Edit View Favorites Tools Help

R Back ~ = - @ ﬁ | @Search [ Favarites @Media ®| %v é @ & ‘6
(‘E Search Authorizations

Any User
Home Provider Account Management User Options Help  Log Off

"Search Criteria
Tao perform a search select a search option, enter the search criteria and then select the Search butkon,
_ child 1d ~ iZhild Name
¢ | Child 1d e Last Name
First Mame
- Date Range
- Authorization Type I Start Date vl
¢~ | Authorization # ¢ | Start Date G
End Date o]

Copyright {c) 2004 Missouri Department of Elementary and Secondary Education Privacy Terms

xl
|§| Menu ready For use l_l_l_ E Local intranet 4

4. Select the appropriate radio button and enter filter criteria in the following
fields as necessary to perform a search:

e ChildlId
e Authorization #

« Last Name
e First Name

113



Missouri First Steps Reference Manud

e Type
« Start Date
e End Date

5. Click Search to perform a search based on the filter criteria entered. The
Authorization List page displays.

uthorization List - Microsoft Internet Explorer

|File Edit  View Favarites Tools  Help

\=Back v = - @ ﬁ- | @Search (3] Favarites @Media @ | %Y 5 @ o ﬁ
ﬁg Authorization List

Any User
Home Provider Account Management User Optiuns Help  Log Off

“Search Filter

W Show Active Cnly

Auth Start A Child Last Name | Child First Name Child DOB Status £
Humber Date D

) 49993993999 1032002 4/20(2005 Any Chid Last Name  Any First Name 999309999 4/21/2019  Active ';f:ssttﬁ‘;':’nilll
i

Copyright {c} 2004 Missouri Department of Elementary and Secondary Education Privacy Terms

|@ Menu ready for use ’_ ’_ ’_ (B Local intranst %

6. Click the Detail icon next to a specific authorization in the Search Results
List table. The Authorization Detail page displays.
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Authorization Detai crosoft Internet Explorer N L |E||5|

|Fi|e Edit  Wiew Favorites Tools  Help

k- - QE O | il Search  GFavorites  iMedia o4 | = = R
(‘E Authorization Detail

Any User
Home Provider Account Management User Options Help Log Off Site Map
Authorization Number 4939999999-9 Authorization Status Active
Service Type Speech Language Pathology  Dates 10/03/2002 To 042002005
Authorization Type Service Eff. Cancel Date
Acck 111111111 -0000 Provider LastMarnel, Firstharme1
Print Date 10/17 /2002 Reprint Date

Authorization Line

2 (=11

8013 Direct Child Service-Home Week CPT

1

m Request Reprint w List Clainn Claim Enkry m

Yer: 1.0
@ Menu ready For use

7. View the authorization's detail information.
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How Do I Print the Details of an Authorization
Use this exercise to display a printer-friendly page that contains detailed authorization
information which can be printed on your printer.
Complete the following steps to finish this exercise:
1. Onthe Provider Account Management pull-down menu, select the
Provider Billing menu option. A sub-menu displays.
Select the Search sub-menu option. A sub-menu displays.

Select the Authorizations sub-menu option. The Search Authorizations
page displays.

/2 Authorization Search - Microsoft Internet Explorer

|File Edit  Wiew Favorites Tools  Help

G2 Back ~ = ~ @ ﬁ | QSEarch [Ge] Favorites @Media ®| %v 5 @ - %
NE Search Authorizations

Any User
Home Provider Account Management User Options Help  Log Off

"Search Criteria

To perform a search select & search option, enter the search criteria and then select the Search button.

_chid 1d ~ Child Mame
¢~ | Child Id ¢~ | Last Name
First Name
~ Dake Range
- Authorization Type I Start Date Vl
¢~ | Authorization # | start Date )
End Date &

Copyright {c) 2004 Missouri Department of Elementary and Secondary Education Privacy Terms

|2:| Menu ready For use ’_ l_ ’_ Local intranst o

4. Select the appropriate radio button and enter filter criteria in the following
fields as necessary to perform a search:

« Child Id

e Authorization #
o Last Name

e First Name

o Type

116



Authorizations

« Start Date
e End Date

5. Click Search to perform a search based on the filter criteria entered. The
Authorization List page displays.

/4§ Authorization List - Microsoft Internet Explorer

|Fi|e Edit  Miew Favoribes Tools  Help

EBack - = - 3 7ot | Qsearch [FiFavorites Ghmedia o4 | B S -
(‘E Authorization List

Any User
Home Provider Account Management User Optiuns Help  Log Off

rch Filter

W Show Active Cnly

Start A Child Last Name | Child First Name Child DOB P
Date D

O A999998999-9  10/3/2002 4/20/2005 Any Chid LastMame Ay First Mame 290999898 4j21j2019  Active  Ctemel
1

Privacy Terms

Copyright {c} 2004 Missouri Department of Elementary and Secondary Education

|@ Menu ready For use l_ l_ l_ E Local inkranet %

6. Click the Detail icon next to a specific authorization in the Search Results
List table. The Authorization Detail page displays.
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uthorization Detail - Microsoft Internet Explorer

Edit  Wiew Favorites Tools  Help

@ Back - = - @ at | @Search [Fe] Favarites @Media 8 | %v =N= ki

(‘E Authorization Detail

Any User
Home Provider Account Management User Options Help Log Off Site Map
Authorization Number 4939999999-9 Authorization Status Active
Service Type Speech Language Pathology  Dates 10/03/2002 To 042002005
Authorization Type Service Eff. Cancel Date
Acck 111111111 -0000 Provider LastMarnel, Firstharme1
Print Date 10/17 /2002 Reprint Date

Authorization Line

8013 Direct Child Service-Home Week CPT
1
m Request Reprint w List Clainn Claim Enkry m

|@ Menu ready for use ’_ ’_ ’_ (2 Local intranet 4

7. Click Print. A page containing a printer-friendly list of claims is displayed.
Use your browser's print function to print the page as necessary.

€Note: Depending on your browser, the steps required to print a web page may differ.
Please refer to your browser's online help system for the printing options that are specific
to your browser.
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How Do | View CPT Information for an Authorization
Use thisexercise to view CPT information for a specific authorization.

Complete the following steps to finish this exercise:
1. On the Provider Account Management pull-down menu, select the
Provider Billing menu option. A sub-menu displays.

Select the Search sub-menu option. A sub-menu displays.

Select the Authorizations sub-menu option. The Search Authorizations
page displays.

/3 Authorization Search - Microsoft Internet Explorer

|File Edit View Favorites Tools Help

R Back ~ = - @ ﬁ | @Search [ Favarites @Media ®| %v é @ & ‘6
(‘E Search Authorizations

Any User
Home Provider Account Management User Options Help  Log Off

Criteria
Tao perform a search select a search option, enter the search criteria and then select the Search butkon,
~ Child 1d - Child Name:
¢~ | Child 1d ¢~ | Last Name
First Mame
- Date Range
- Authorization Type I Start Date vl
¢~ | Authorization # ¢ | Start Date G
End Date o]

Copyright {c) 2004 Missouri Department of Elementary and Secondary Education Privacy Terms

xl
|§| Menu ready For use l_l_l_ E Local intranet 4

4. Select the appropriate radio button and enter filter criteria in the following
fields as necessary to perform a search:

e Childld
e Authorization #

e Last Name
e First Name
« Type

o Start Date
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e End Date

5. Click Search to perform a search based on the filter criteria entered. The
Authorization List page displays.

uthorization List - Microsoft Internet Explorer

|File Edit  View Favarites Tools  Help

\=Back v = - @ ﬁ- | @Search (3] Favarites @Media @ | %Y 5 @ o ﬁ
ﬁg Authorization List

Any User
Home Provider Account Management User Optiuns Help  Log Off

“Search Filter

Auth Start A Child Last Name | Child First Name Child DOB Status Pro
Humber Date D

) 49993993999 1032002 4/20(2005 Any Chid Last Name  Any First Name 999309999 4/21/2019  Active ';f:ssttﬁ‘;':’nilll
i

Copyright {c} 2004 Missouri Department of Elementary and Secondary Education Privacy Terms

|@ Menu ready for use

’_ ’_ ’_ (B Local intranst %

6. Click the Detail icon next to a specific authorization in the Search Results
List table. The Authorization Detail page displays.
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tion Detail - Microsoft Internet Explorer 1ol x|

File Edit ‘iew Fawvorites Tools Help |

@ Back - = - @ at | @Search [Fe] Favarites @Media 8 | %v =N= ki Address

Authorization Detail

Any User
Home Provider Account Management User Options Help  Log Off Site Map

Authorization Number A299399939-9 Authorization Status Active

Service Type Speech Language Pathology  Dates 10/03/2002 To 042002005
Authorization Type Service Eff. Cancel Date

Acck 111111111 -0000 Provider LastMarnel, Firstharme1

Print Date 10/17 /2002 Reprint Date

Authorization Line

8013 Direct Child Service-Home Week CPT
1
m Request Reprint w List Clainn Claim Enkry m

|@ Menu ready for use ’_ ’_ ’_ (2 Local intranet 4

7. Click the CPT link next to a specific authorization in the Authorization
Line table. The CPT page displays.

ZJ CPT For EI Code - Microsoft Internet Explorer 10l x|

J File Edit View Favorites Tools  Help i

EI Code

CPT Detail '

N

8. View the authorization's CPT information.
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How Do | View Unit Summary Information for an Authorization
Use this exercise to view unit summary information for a specific authorization.

Complete the following steps to finish this exercise:
1. On the Provider Account Management pull-down menu, select the
Provider Billing menu option. A sub-menu displays.

Select the Search sub-menu option. A sub-menu displays.

Select the Authorizations sub-menu option. The Search Authorizations
page displays.

/3 Authorization Search - Microsoft Internet Explorer

|File Edit View Favorites Tools Help

R Back ~ = - @ ﬁ | @Search [ Favarites @Media ®| %v é @ & ‘6
(‘E Search Authorizations

Any User
Home Provider Account Management User Options Help  Log Off
Criteria
Tao perform a search select a search option, enter the search criteria and then select the Search butkon,
~ Child 1d - Child Name:
¢ | Child 1d e Last Name
First Mame
- Date Range
- Authorization Type I Start Date vl
¢~ | Authorization # ¢ | Start Date G
End Date o]

Copyright {c) 2004 Missouri Department of Elementary and Secondary Education Privacy Terms

xl
|§| Menu ready For use l_l_l_ E Local intranet 4

4. Select the appropriate radio button and enter filter criteria in the following
fields as necessary to perform a search:

e Childld
e Authorization #

e Last Name
e First Name
« Type

o Start Date
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e End Date

5. Click Search to perform a search based on the filter criteria entered. The
Authorization List page displays.

/2§ Authorization List - Microsoft Internet Explorer

|File Edit  View Favarites Tools  Help

\=Back v = - @ ﬁ- | @Search (3] Favarites @Media @ | %Y 5 @ o ﬁ
ﬁg Authorization List

Any User
Home Provider Account Management User Options Help  Log Off

“Search Filter

Auth Start A Child Last Name | Child First Name Child DOB Status Pro
Humber Date D

j_') A999999999-9 10/3/2002 4/20{2005 Any Child Last Name

. LastMamel,
Ay First Mame 999999999 4/21/2019  Active FirstMarne 1

Copyright {c} 2004 Missouri Department of Elementary and Secondary Education Privacy Terms

|@ Menu ready for use

’_ ’_ ’_ (B Local intranst %

6. Click the Detail icon next to a specific authorization in the Search Results
List table. The Authorization Detail page displays.
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ternet Explorer

File Edit ‘iew Fawvorites Tools Help

@ Back - = - @ at | @Search [Fe] Favarites @Media @ | %v =N= ki

? Authorization Detail

Any User
Home Provider Account Management User Options Help  Log Off

Authorization Number A299399939-9 Authorization Status Active

Service Type Speech Language Pathology  Dates 10/03/2002 To 042002005
Authorization Type Service Eff. Cancel Date

Acck 111111111 -0000 Provider LastMarnel, Firstharme1

Print Date 10/17 /2002 Reprint Date

Authorization Line

8013 Direct Child Service-Home Week CPT
1
m Request Reprint w List Claim | Claim Enkry m

|@ Mnu ready for use - = - l_l_l_ (2 Local intranet ..
7. Click Unit Summary. The Unit Summary page displays.

lorer [ [E] 2

Units Authorized 419
Units Used (ita]

Units Remaining 351

8. View the authorization's unit summary information.

124

The Missouri Department of Elementary and Secondary Education does not discriminate on the basis of race, color, national origin, sex, disability, or age in its programs and activities.
Inquiries related to department programs may be directed to the Jefferson State Office Building, Title IX Coordinator, 5™ Floor, 205 Jefferson Street, Jefferson City, Missouri
65102-0480; telephone number 573-751-4581.


RMiller4
Text Box
The Missouri Department of Elementary and Secondary Education does not discriminate on the basis of race, color, national origin, sex, disability, or age in its programs and activities.  Inquiries related to department programs may be directed to the Jefferson State Office Building, Title IX Coordinator, 5th Floor, 205 Jefferson Street, Jefferson City, Missouri 65102-0480; telephone number 573-751-4581.




	Overview
	Getting Started
	Navigating Help…
	� XE "How Do I:How Do I Find a Help Topic " \* MERGEFORMAT �How Do I Find a Help Topic
	� XE "How Do I:How Do I View the Application Site Map " \* MERGEFORMAT �How Do I View the Application Site Map
	� XE "How Do I:How Do I Change User Password Information " \* MERGEFORMAT �How Do I Change User Password Information

	Billing Entities
	� XE "How Do I:How Do I Enter or Update Billing Entity Detail Information " \* MERGEFORMAT �How Do I Enter or Update Billing Entity Detail Information
	� XE "How Do I:How Do I View a List of Billing Entity Sites " \* MERGEFORMAT �How Do I View a List of Billing Entity Sites
	� XE "How Do I:How Do I View and/or Update a Billing Entity's Site Detail Information " \* MERGEFORMAT �How Do I View and/or Update a Billing Entity's Site Detail Information
	� XE "How Do I:How Do I View a List of Billing Entity Providers by Site " \* MERGEFORMAT �How Do I View a List of Billing Entity Providers by Site
	� XE "How Do I:How Do I View Detailed Information for a Billing Entity Provider by Site " \* MERGEFORMAT �How Do I View Detailed Information for a Billing Entity Provider by Site
	� XE "How Do I:How Do I View a List of Billing Entity Providers " \* MERGEFORMAT �How Do I View a List of Billing Entity Providers
	� XE "How Do I:How Do I View Detailed Information for a Billing Entity Provider " \* MERGEFORMAT �How Do I View Detailed Information for a Billing Entity Provider
	� XE "How Do I:How Do I View and/or Update a Billing Entity's Email Notifications " \* MERGEFORMAT �How Do I View and/or Update a Billing Entity's Email Notifications
	� XE "How Do I:How Do I View and/or Update a Billing Entity's Payee Agreements " \* MERGEFORMAT �How Do I View and/or Update a Billing Entity's Payee Agreements
	� XE "How Do I:How Do I View a List of Payments for a Billing Entity " \* MERGEFORMAT �How Do I View a List of Payments for a Billing Entity

	Provider Communications
	� XE "How Do I:How Do I Compose a New Message " \* MERGEFORMAT �How Do I Compose a New Message
	� XE "How Do I Topics:How Do I Attach Additional Messages while Composing a New Message " \* MERGEFORMAT �How Do I Attach Additional Messages while Composing a New Message
	� XE "How Do I:How Do I Search for Messages " \* MERGEFORMAT �How Do I Search for Messages
	� XE "How Do I:How Do I View a List of Messages " \* MERGEFORMAT �How Do I View a List of Messages
	� XE "How Do I:How Do I View the Details of an Existing Message " \* MERGEFORMAT �How Do I View the Details of an Existing Message
	� XE "How Do I:How Do I Update an Existing Message " \* MERGEFORMAT �How Do I Update an Existing Message
	� XE "How Do I Topics:How Do I Attach Additional Messages to an Existing Message " \* MERGEFORMAT �How Do I Attach Additional Messages to an Existing Message
	� XE "How Do I:How Do I Delete an Existing Message " \* MERGEFORMAT �How Do I Delete an Existing Message
	� XE "How Do I Topics:How Do I Compose and Send Email " \* MERGEFORMAT �How Do I Compose and Send Email
	� XE "How Do I Topics:How Do I Attach Additional Messages while Composing an Email " \* MERGEFORMAT �How Do I Attach Additional Messages while Composing an Email

	Provider Accounts
	� XE "How Do I:How Do I Enter or Update Provider Account Detail Information " \* MERGEFORMAT �How Do I Enter or Update Provider Account Detail Information
	� XE "How Do I:How Do I View a Provider's Specialty List " \* MERGEFORMAT �How Do I View a Provider's Specialty List
	How Do I View a List of Provider Account Sites
	� XE "How Do I:How Do I View a Provider Account's Site Detail Information " \* MERGEFORMAT �How Do I View a Provider Account's Site Detail Information
	� XE "How Do I:How Do I View and/or Update a Provider Account's Email Notifications " \* MERGEFORMAT �How Do I View and/or Update a Provider Account's Email Notifications
	� XE "How Do I:How Do I View and/or Update a Provider Account's Agreements " \* MERGEFORMAT �How Do I View and/or Update a Provider Account's Agreements

	Claims
	� XE "How Do I:How Do I Enter Update and Check an Online Claim " \* MERGEFORMAT �How Do I Enter, Update, and Check an Online Claim
	� XE "How Do I:How Do I Enter a Service Line to a Claim " \* MERGEFORMAT �How Do I Enter a Service Line to a Claim
	� XE "How Do I:How Do I Enter an Assistive Tech Line to a Claim " \* MERGEFORMAT �How Do I Enter an Assistive Tech Line to a Claim
	� XE "How Do I:How Do I Enter a Transportation Line to a Claim " \* MERGEFORMAT �How Do I Enter a Transportation Line to a Claim
	� XE "How Do I:How Do I Search for a Claim " \* MERGEFORMAT �How Do I Search for a Claim
	� XE "How Do I:How Do I Print a List of Claims " \* MERGEFORMAT �How Do I Print a List of Claims
	� XE "How Do I:How Do I View the Details of a Claim from the Claim List " \* MERGEFORMAT �How Do I View the Details of a Claim from the Claim List
	� XE "How Do I:How Do I Print the Details of a Claim " \* MERGEFORMAT �How Do I Print the Details of a Claim
	� XE "How Do I:How Do I View the Details of an Authorization from the Claim List " \* MERGEFORMAT �How Do I View the Details of an Authorization from the Claim List
	� XE "How Do I:How Do I View the History of a Claim " \* MERGEFORMAT �How Do I View the History of a Claim
	� XE "How Do I:How Do I View the Details of a Claim from the Claim History List " \* MERGEFORMAT �How Do I View the Details of a Claim from the Claim History List
	� XE "How Do I:How Do I View the Details of an Authorization from the Claim History List " \* MERGEFORMAT �How Do I View the Details of an Authorization from the Claim History List

	HIPAA Files
	� XE "How Do I:How Do I View and Download HIPAA Inbox Files " \* MERGEFORMAT �How Do I View and Download HIPAA Inbox Files
	� XE "How Do I:How Do I View, Download, and Upload HIPAA Outbox Files " \* MERGEFORMAT �How Do I View, Download, and Upload HIPAA Outbox Files

	Authorizations
	� XE "How Do I:How Do I Search for an Authorization " \* MERGEFORMAT �How Do I Search for an Authorization
	� XE "How Do I:How Do I Print a List of Authorizations " \* MERGEFORMAT �How Do I Print a List of Authorizations
	� XE "How Do I:How Do I View the Details of an Authorization from the Authorization List " \* MERGEFORMAT �How Do I View the Details of an Authorization from the Authorization List
	� XE "How Do I:How Do I Print the Details of an Authorization " \* MERGEFORMAT �How Do I Print the Details of an Authorization
	� XE "How Do I:How Do I View CPT Information for an Authorization " \* MERGEFORMAT �How Do I View CPT Information for an Authorization
	� XE "How Do I:How Do I View Unit Summary Information for an Authorization " \* MERGEFORMAT �How Do I View Unit Summary Information for an Authorization




